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Introduction

The intent of the Joint Knowledge Online (JKO) Learning Content Management System (LCMS) Training
Coordinator User’s Guide is to provide Training Coordinators (TC) with relevant information to help them manage
student records, track enrollments and course completions, make organizational training assignments, generate reports,
and many other functions to enhance your individual training program.

The Guide is intended to complement the online Training Coordinator Course in the LMS and the in-person
training session. This Guide should be a resource for Training Coordinators to use in order to refresh their memories of
certain tasks and procedures.

The Guide is arranged by major function, or Tab, as we refer to them in the LMS. Tabs are selectable topic
headings in the LMS that group similar functions. When you select a Tab, Gadgets are then available which group a
further refinement of similar functions. The Tabs available to a Training Coordinator, and displayed in the LMS, are
shown below.

My Training Course Catalog Certificates Community Community Management System Administration Training Management ReportBuilder SGST VCLASS

The Tabs are briefly described below. The Gadgets available in each Tab are discussed in detail in their Section
of the Guide. Click on a Tab Name below to go directly to it in the Guide.

- My Training. This is the landing area every time you log in to the LMS. My Training contains all of your
assigned training, and any courses you electively enrolled in through the Course Catalog.

- Course Catalog. Contains the library of courses and curricula available for enrollment.
- Certificates. Contains all of your course and curricula completion certificates and transcripts.

- Community. Contains topical communities of interest on a variety of subjects. Communities may contain
videos, documents, links, and much more.

- Community Management. This tab is only displayed to users designated as Community Managers. This is
the interface whereby Community Managers design and build their Communities. Communities are built here, but
display in the Community Tab.

- System Administration. Contains gadgets where you create Organizations and Audiences. Also contains the
gadget where you can search for and view information on members of your Organization.

- Training Management. This tab is where the majority of course-related information and functionality is
found. You can locate user training records and make course assignments to your Organization through this Tab.

- Report Builder. Contains a library of helpful reports that will help you track your Organization’s training
status.

- SGST. This is an abbreviation for Small Group Scenario Trainer. SGST is a web-based collaborative work
environment for staff and small-team training. SGST provides tailored scenarios where participants must form as a
team to solve the problem as well as practice techniques and procedures along the way. SGST participation is by
assignment only. If you are not assigned to an exercise or event, no information is available to you in the tool.

- VCLASS. VCLASS stands for the JKO Virtual Classroom. VCLASS provides an interactive online classroom
environment for instructors and students. Courses are typically composed of a series of modules scheduled over a
period of days or weeks. The classroom mirrors the classroom learning environment at most academic institutions.
Courses may be linked to JKO LMS courses at the Instructor’s discretion to track course completions in the student’s
training history.
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Profile

Access your Profile through the Profile link on the upper right of any page. Fields with an asterisk are required.

In the Personal Data section, you do not have permissions to change your User Name, Role, or Country of
Citizenship. These fields were set when JKO created your account. If you created your account with your CAC, these
fields would be automatically populated by information on your CAC. If the information is incorrect, you must have
that corrected through DMDC channels. JKO cannot update your CAC. If JKO changed any fields in your Profile that pull
from your CAC, they would be overridden by your CAC information the next time you logged in.

You must manually fill in the required fields in the Career Information section.

P =N

(5} JOINTACHIEFS-OF STAFF. W B PN

> iw g =

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

WS_ My Profile

Show/Hide Gadgets

WS_ My Profile *

* Required field

Personal Data

First Name: * Middle Name: Last Name: * User Name: *

JACQUE RENAULT

EDIPI PIV Common Name: Role: * Country of Citizenship:

Reset my Password

Career Information

Account Type: * Pay Grade: * Branch of Service: * Duty Station
Officer -] 1 -] Space Force -]

As a Training Coordinator, your access to Users and course records is tied to your Organization. Therefore,
when you are initially given the role of Training Coordinator, you were put into a Primary Organization, shown in the
Organizations section of your Profile.

Note: JKO requires that Training Coordinators are a member of an Organization. However, for Student-role
LMS Users, joining an Organization is not a required field. The purpose of joining an Organization is to receive course
assignments, and for tracking and reporting purposes. This is discussed in more detail later in this Guide.

Organizations

Primary Organization. X JKO -> JS-Joint Staff Select Primary Organization

Secondary Organization- None Assigned Add Secondary Organization

If you attempt to change your Primary or Secondary Organization, you will be downgraded to the Student
role if you select the Yes button in this Confirmation popup box below. Select the No button to cancel the action.
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The primary/secondary
organization or country has
changed which will cause the
role of this account to be
downgraded to a student. The
downgrading of this account will
affect courses that the individual
is assigned to as an
instructor/course manager.
Before you proceed, please re-
assign any courses this account
is assigned to
Do you want to proceed?

Yes No (Cancel)

The purpose of tying your access to your Organization is so that you cannot manipulate the Users or records of
other Organizations. Similarly, it means that Training Coordinators of other Organizations cannot manipulate the Users
and records of your Organization. In later sections of this Guide, we will demonstrate the functions and limitations of
your access to your Organizational ties. If you have a need to change Organizations, contact the JKO Help Desk for
assistance.

Joining an Organization is important for two reasons:

e Organizational membership is the primary means to deliver courses to members of your Organization.
While most courses are available in the Course Catalog to manually enroll in, joining an Organization
where course assignments are attached automatically delivers those courses to each member of your
Organization. We will discuss course assignments in detail later in this Guide.

e Accurate reporting is possible when members of your Organization are in the right Organization in their
Profile. The LMS has a robust Reports capability that will help you track the detailed training status of
each member of your Organization.

Note: When a member of your Organization leaves, remove their Organization in their Profile. If that User
continues to be listed as a member of your Organization, your reporting will be skewed and that User will continue to
get assignments, emails, etc.

Joining an Audience in the Audience Association section is not required. Audiences function much like
Organizations, in that they are a primary means to deliver training to a specific group of Users who may not be joined
together through membership in an Organization. For instance, members of many Organizations may come together
on a temporary basis to participate in an Exercise. That Exercise may require all of its participants to complete training
prior to meeting. In this case, the Exercise leadership would create an Audience, assign courses to that Audience, and
require all Exercise participants to join that Audience. Once each participant joins the Audience, training is
automatically delivered to each participant, and the Exercise leadership is able to track the training status through our
Reports capability.

Keeping an up to date email address in your Profile is critical. You must have access to this email address if you
ever want to change your Password. All LMS-generated emails are sent to this one email address.

Contact Information ]

Business Email: * jacque.renault.tc@mail.mil

Test Email
—
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My Training Tab

The My Training Tab is the landing area each time you log in to the LMS. From here you can access all other
LMS products via the Tab links at the top of the page. Throughout this Guide, Tabs are outlined in a bright Green box.
The Training Management Tab displays all courses and curricula that may have been assigned to you or that you have
enrolled in yourself, along with detailed information on the source of your assighments, Due Dates, administrative
information, and course Launch and Withdraw buttons. My Training displays up to four Gadgets. Gadgets are separate
areas or blocks of information on the page that contain specific training data. The Gadgets available in My Training are
shown in the Blue boxes in the image below, and include:

o Alerts

e Training Information
e Elective Training

e Assigned Training

As described in more detail below, not all Gadgets may display in your My Training Tab. Gadgets only appear if
there is data or training actively associated with that particular function. Do not be concerned if you do not see one or
more Gadgets.

30} JOINT-ACHIEFS-OF STAFF# 2 o T

My Training Sourse Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

2 Refresh ShowlHide Gadgett

My Training

Alerts

Joint Staff Required Training 05/03/2020 - 09/30/2020

Your annual JS required training will be assigned next week. You have until 31 DEC to complete the training. If you have any questions on this training, please contact your Directorate Training Coordinator. Remember, you must belong to a Joint Staff Organization in your Profile to
receive the training. view

* Denotes a System Alert

| Training Information -

Welcome to the Joint Staff training site. Please see important tips below.

o Ensure your Profile is always up to date with the correct contact information. You must have access to the email address in your Profile if you want to reset your Password.
o SEJPME-US001 is now a Curriculum. You can find it in the Course Catalog under the Curriculum Tab.

| Assigned Training +
I Elective Training +

Alerts Gadget. Alerts are either system-wide or Organization-level announcements that are usually
temporary and are meant to convey something important. System-level Alerts (denoted with an asterisk in the Title)
are usually generic and appear to every user in the LMS, regardless of their Organization. Organization-level Alerts are
announcements that specifically apply to your Organization. You only see Organization-level Alerts if you belong to
that Organization in your Profile. Those users not in your Organization will not see your Organization-level Alerts. The
Alerts Gadget only appears if there is either a system-wide or Organization-level Alert. If there is no Alert, the Gadget
will not appear. As a Training Coordinator, you are able to create Alerts for your Organization only. Click here to jump
to that section of this Guide.
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Joint Staff Required Training 05/03/2020 - 09/30/2020

Your annual JS required training will be assigned next week. You have until 31 DEC to complete the training. I you have any questions on this training, please contact your Directorate
Training Coordinator. Remember, you must belong to a Joint Staff Organization in your Profile to receive the training. view

* Denotes a System Alert

Training Information Gadget. This Gadget is specifically tied to your Organization and is meant to
display specific information to only your Organization. It is similar to an Alert, but this Gadget can contain much more
information within it, and appears as a more permanent fixture to the My Training Tab than an Alert. You only see the
Training Information Gadget if you belong to that Organization in your Profile, and there is information entered into it.
Only then will the Gadget display in the My Training Tab. If there is no Training Information, the Gadget will not
appear. As a Training Coordinator, jump here to create Training Information for your Organization.

Training Information =

‘Welcome to the Joint Staff training site. Please see important tips below.

< Ensure your Profile is always up to date with the correct contact information. You must have access to the email address in your Profile if you want to reset your Password.
+ SEJPME-US001 is now a Curriculum. You can find it in the Course Catalog under the Curriculum Tab.

Assigned Training Gadget. The Assigned Training Gadget displays courses that are assigned to you

by your Organization or Audience. You must be a member of that Organization or Audience in your Profile in order to
receive the courses. If you do not belong to any Organization or Audience, or your Organization or Audience has not
assigned any courses, this Gadget will not appear. Each time your Organization or Audience assigns a new, or another
course, the LMS will send an email to the email address in your Profile. As a Training Coordinator, you are able to
create Assignments for your Organization, shown here in this Guide.

igned Training = I

>

Sort by: Due Date | Name | Source

Source of assignment

Status: Assigned

Enroll DOD-U$1364-19 Status Date: 05/11/2020
Department of Defense (DoD) Cyber Awareness Challenge 2019 (1 hr) BUSPate L2020

Source: Joint Staff

A. To Enroll in a Course, select the Enroll button to the left of each Course Number and Title. The button will
then turn in to a Launch button. Click the Launch button to open the course.

Note: You do not have the option to withdraw from assigned courses. Assigned courses are generally
mandated by your Organization or Audience, so the only option is to enroll in and then complete them.

B. To identify the Source of the assigned course and other information such as Due Date, see the information
on the right side of the screen. From the image above, you can see that the course is assigned by Joint Staff.

C. Courses will remain in the Assigned Training Gadget until you complete them, even if it is after the Due Date
identified to the right of the course. Should you enroll in a course and then leave the Organization or Audience
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(through your Profile) that assigned it to you before you have completed it, the course will move down to the Elective
Training Gadget until you complete it or withdraw from it.

Elective Training Gadget. This Gadget displays courses that you manually enroll in through the
Course Catalog. From here, you can begin the course by clicking the Launch button, or withdraw from the course by
selecting the Withdraw button. Courses will remain in this Gadget until you complete them or withdraw from them.
There is no Due Date for courses in this Gadget, but they generally expire after one year (Enrollment Expiry Date). This
is an administrative function to remove Users who do not intend to complete the course. However, that does not
mean that you don’t have to complete a course next week if your Organization requires it. Just because it is not an
assigned course in the Assigned Training Gadget does not necessarily mean your Organization does not require you to
complete it.

Elective Training =

(Search Sort by Expiry_Date | Name
Status: Enrolled
Launch TGPS8-US000 Status Date: 05/11/2020
Withdraw TGPS Demographics Survey (5 mins) EnrolimentExpuyibates
05/11/2021
Student Tools X

Course Catalog Tab

The Course Catalog contains the library of content available to Users. There are two Tabs: Courses and
Curricula. The default view of the catalog is Courses in alphabetical order by Course Prefix (far left column). So, in the
view below, AFR (AFRICOM) courses are listed first in the catalog. Each Course Name is selectable and will describe the
course.

. ‘ JOINT TRAININX

= &

{2} JOINTACHIEFS-GF STAFF®

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Z Refresh Show/Hide Gadgets

@ S :

Number of Records: 865 Results per Page: (19 ﬁ
Exclude Enrolled Courses:

Course Catalog

Course Number ¢
Sl Course Status

[Partial Course # Title /ora
Enroll
AFR -CMD-CR-062810 ASTC 15: I i Di ion and Practical i Link (@
Enroll
AFR -JTTNG-CR-ACP2019-2023 | USAFRICOM Campaign Plan (ACP) FY 2019-2023 (.5 hr) Link(#
Enroll
ARN J7-Us037 CCMRF Tactical Course (2 hrs) Link (&'
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Enroll in a Course. There are several ways to locate a course in the Course Catalog:

A. First, you can use the scroll bars on the right side of the page to move down the list.

B. Use the pagination functions at the bottom of the list to advance by one or several pages.

C. To view more courses per page view, click on the Results per Page drop-down menu above the far-right
column and choose to view up to 100 courses per page.

D. You can also use any of the multiple search functions available to locate a course:

Prefix ¢
All ~

i. Use the Prefix drop-down menu to search by Course DISA ~
Prefix. All courses with the selected Prefix will display. bMDC
DMRTI
| pNws
rse Number = DOD
oor] x DODRP o
Bl
-Usoo7
ii. Enter a Partial Course Number in the Course Number search field. All courses
-usoor with that number in any part of the entire Course Number will display.
-Usoo7
Name
-0T-1007
Adaptive Battle Staff: Joint Sustainment Center (1 hr) Link (&'
-Uso07

iii. Enter any part of the Course Name
into the Name field. All courses with
that text in the Course Name will
display.

DMIX: Joint Legacy Viewer (JLV) New User Training (FOUO) (25 mins) Link (4

DMLSS: Joint Medical Asset Repository (JMAR) Basics (FOUQ) (2 hrs) Link &

Joint Medical Operations Course (JMOC) Basic - RESIDENT - 40 Hours Link (&'

Joint Medical Operations Course (JMOC) Advanced - 40 hours Link

TRAINING COORDINATOR USER GUIDE
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ATRRS 2
ALL -
[ALL ] iv. Select the ATRRS drop-down menu to display ATRRS courses with or
: without Distance Learning (DL) Points. Only ATRRS courses will now
ATRRS (No DL Points) display
ATRRS DL Points
N

E. Once you locate your course, select the Enroll button to enroll in it.

| Enroll I
JMESI -Uso007 - icati : i i icati Link & ATRRS (No DL Points)
F. You must acknowledge the Academic Integrity Notice.
Academic Integrity Notice &

JMESI-US007 JMESI - Communications: Patient Relations and Communication (1 hr)

JKO is committed to establishing and maintainin? a high level of academic integrity delivering online training and education. Cheating of an
kind will not be tolerated. Suspected integrity violations may result in suspension of JKO account privileges and Chain of Command referral.

Click 'Acknowledge' to confirm understanding of this notice and enroll in the selected course.

Acknowledge Cancel

G. The Course Status now changes to Enrolled. You may start the course directly from the Course Catalog if you
wish by selecting the Launch button.

Enrolled
JMESI -usoo7 JMESI - Communications: Patient Relations and Communication (1 hr) Link (& ATRRS (No DL Points)
Launch

H. The course is also now available in the Elective Training Gadget in the My Training Tab.

Elective Training -
Search Sort by: Expiry Date | Name
Status: Enrolled
Launch
JMESI-US007 Status Date: 02/11/2020
raw JMESI - Communications: Patient Relations and Communication (1 hr] Ezrllqt:)lll%ezqt ExpliyjDate]
Student Tools X
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Enroll in a Curriculum. select the Curricula Tab to display an alphabetized list of all curricula content. There

are multiple way to locate a curriculum:

Y JOINTFACHIEFS-OF STA FFNETS - Bt AT

3=

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

& Refresh Show/Hide Gadgets

Course Catalog

Number of Records: 68

Exclude Enrolled Curricula;

@ Yemeni 2 - Defense L Institute Foreign L Center (DLIFLC) Curriculum (80 hrs) Link (£ Enroll ATRRS DL Points
@ Uzbek Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs) Link ' Enroll ATRRS DL Points
@ Urdu Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs) Link Enroll ATRRS DL Points
@ Turkmen Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) (80 hrs) Link (7 Enroll ATRRS DL Points A

A. Search for a curriculum by entering text in the Title search field. Results matching your text automatically
display. Use the sort arrows in the Title column to display results from Z-A.

W

Number of Records: 1

Exclude Enrolled Curricula:

Title < ATRRS ¢
and
cuneuum SEJPME| x Status ALL =
@ Senior Enlisted Joint Professional Military Education (SEJPME) | (40hrs) Link (7 | ‘ ATRRS (No DL Points)
e

B. Search for a curriculum by using the pagination functions at the bottom of the list to advance by one or
several pages.

ATRRS ¢

C. Select the ATRRS drop-down menu on the right side of the page ALL
to display ATRRS curricula with or without Distance Learning (DL) Points. [ALL ]
Only ATRRS curricula will now display.

ATRRS (No DL Points)
ATRRS DL Points

D. Once you locate your curriculum, select the Expand icon to view@ a list of courses in that curriculum.
When ready, select the Enroll button.

E. You must acknowledge the Academic Integrity Notice.
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Academic Integrity Notice =

Senior Enlisted Joint Professional Military Education (SEJPME) | (40hrs)

Academic Integrity Notice

JKO is committed to establishing and maintaining a high level of academic integrity delivering online training and
education. Cheating of any kind will not be tolerated. Suspected integrity violations may result in suspension of
JKO account privileges and Chain of Command referral.

Click "Acknowledge’ to confirm understanding of this notice and enroll in:
+ SEJPME-US001-01 Course Introduction (30 min)
« SEJPME-US001-11 Course Conclusion (30 min)
+ SEJPME-US001-02 Introduction to Joint Duty (1 hr)
+ SEJPME-US001-03 National Military Command Structure (4 hrs)
+ SEJPME-US001-04 Interagency Cooridination (6 hrs)
+ SEJPME-US001-05 Range of Military Operations (4 hrs)
- SEJPME-US001-06 Multinational Operations (3 hrs)
« SEJPME-US001-07 Armed Forces Overview gfl hrs)
- SEJPME-US001-08 Reserve Components (3 hrs)
+ SEJPME-US001-09 Special Operations (3 hrs)
+ SEJPME-US001-10 Joint Force Leadership (5 hrs)

Acknowledge Cancel

F. The curriculum Status is now Enrolled. The curriculum displays in the Elective Training Gadget in the My
Training Tab. You may now begin the component courses of the curriculum by clicking the Launch button in the
Actions column.

ll Elective Training I -i

Search Sort by: Expiry Date | Name
Status: Enrolled
Launch JMESI-US007 Status Date: 02112020
Withdraw JMESI - S Patient 5 and C ication (1 hr) Enrollment Expiry Date: 02/10/2021

Student Tools

Curriculum Name: Senior Enlisted Joint Professional Military Education (SEJPME) | (40hrs Withdraw

Identifier: SEJPME-US001 )

(Showlitide Courses
Course ID 5 Name ¢ Status 5 Status Date 5 Actions. Enroliment Expiry Date 3 Tools
SEJPME-US001-01 c fion (30 min) Enrolled 021112020 Launch 08/09/2020 %
SEJPME-US001-02 Introduction to Joint Duty (1 ] Enrolled 021172020 o 08/0912020 <
SEJPME-US001-03 National Wiltary Command Structure (4 hrs) Enrolled 021112020 ° 08/09/2020 <
SEJPME-US001-04 Interagency Cooridination (6 hrs) Enrolled 021112020 o 08/09/2020 3
SEJPME-US001-05 Range of Military Operations (4 hirs Enrolled 021172020 e 08/09/2020 3
SEJPME-US001-06 Muttinational Operations (3 rs) Enrolled 021172020 ° 08/09/2020 <
SEJPME-US001-07 Armed Forces Overview (14 hrs) Enrolled 021172020 o 08/09/2020 3
SEJPME-US001-03 Reserve Components (3 hrs) Enrolled 021172020 o 08/09/2020 <
SEJPME-US001-09 Special Operations (3 hrs) Enrolled 021172020 o 08/09/2020 <
SEJPME-US001-10 Joint Force L eadership (5 hrs) Enrolled 021172020 o 08/09/2020 <
SEJPME-US001-11 Course Conclusion (30 min) Enrolled 021112020 o 08/09/2020 %
—

Certificates Tab

The Certificates Tab is where your course and curriculum Completion Certificates are located. From here, you
can view, download, and print your Completion Certificates. You can also access your Transcript, which lists details of
all of your completions. The default view of the Certificates Tab displays completed Courses in Completion Date order.
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2 Refresh Show/Hide Gadge!

Certificates

ing activities in which you have been enrolled in the past.

® Show Individual Courses Show Curricula

Clear Search &
Results per Page: (10 @
Prima 0 ode ompleted Date
Al ] @ [
DOD-US1364-19 D of Defense (DoD) Cyber Challenge 2019 (1 hr) Web Enabled 0412712020 [}
J3TA-US1329 SERE 100.2 Level A SERE Education and Training in Support of the Code of Conduct (FOUO) (4 hrs) JEFFREY TAYLOR Web Enabled 04/27/2020 R
USA-CHS.04 &hri'r::)se Headstart2 Military Module 4 - Defense Language Institute Foreign Language Center (DLIFLC) Web Enabled 04/27/2020 Q
VoA ::eh’i‘r::)se Headstart2 Military Module 9 - Defense Language Institute Foreign Language Center (DLIFLC) oL Eaeten T a
USA.CHS-10 (ish:‘r::)se Headstart2 Military Module 10 - Defense Language Institute Foreign Language Center (DLIFLC) Web Enabled 0412772020 Q
USA.CHS.08 Chinese Headstart2 Military Module 8 - Defense Language Institute Foreign Language Center (DLIFLC) Web Enabled 04/27/2020 Q

A. To view a Completion Certificate, select the Certificate icon £ in the Certificate column on the right side of
the page. Use your browser options available to download, save, or print the certificate.

B. To view your Transcript, select the Transcript icon gg on the right side of the page. Use your browser
options available to download, save, or print the Transcript.

C. To search for a specific certificate, use any of the search or sort functions available to quickly locate it.

Prefix - Course Number ~ Title < Primary Instructor ¢ Mode ¢ Completed Date ¢
Certificate
Al - All ~

J3TA-US1329 SERE 100.2 Level A SERE Education and Training in Support of the Code of Conduct Web Enabled 0211112020 2
_— (FOUOQ) (4 hrs)

J38-Us007 Level | Antiterrorism Awareness Training (2 hrs) - Test 9-4-4 upload new version (gwy) Web Enabled 02/11/2020 R I
SEJPME-US000-PRE SEJPME New Student Orientation Course ‘15 mins‘ Web Enabled 02/11/2020 ﬁ ‘

— — A

D. To view a list of all courses; including Passed and Dropped courses, select the All Tab. Completion
Certificates for Passed courses are also available under the All Tab.

E. To view Curriculum Completion Certificates, select the radio button next to Show Curricula. The default
view will display Passed curricula. An overall curriculum completion certificate is available by selecting the Certificate
icon £ in the Certificate column on the right side of the page. Select the Expand icon @ to display a list of the
curriculum’s component courses and view those individual course completion certificates.

Show Individual Courses | ® Show Curricula I & Transcrip
I Passed (NI ‘ |

Results per Page: (5 (=

A Title ¢ Completed Date -
Curriculum Al - Cettiicate
‘ @ ‘ Spanish Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLG) Curriculum (80 hrs) (version 1) ‘ 02/11/2020 | a

F. To view a list of all curricula; including Passed, Dropped, and Enrolled, select the All Tab. Completion
Certificates for Passed curricula are also available under the All Tab.
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Community Tab

The Community Tab contains topical information on a variety of subjects. JKO Users create Communities to
convey additional information to members of that Community, or to the enterprise as a whole. Communities can be
limited to specific organizations, as determined by the Community Manager, or open to all Users.

Py

GI?_A\‘I[I‘I"/I%JOIN:I—‘GHIEF_SAOF TAFF“ e ‘ ____——IOINT R;i\l.\l X

>

> s

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

2 Refresh Show/Hide Gadgets

Community

[Click a link to open the community.

Help Desk Information

JKO Help Desk

SEJPME

SEJPME - Senior Enlisted Joint Professional Military Education

Small Group Scenario Trainer e

SGST Frequently Asked Questions
Small Group Scenario Trainer (SGST)

JKO will create enterprise-wide Communities, such as the Help Desk Community, while Training Coordinators
can create communities that are scoped to their Organization and below. For example, a Joint Staff Training
Coordinator can only create a Community that Joint Staff and all of Joint Staff’s subordinate units will see. Those
outside the Joint Staff Organization will not see it in their Community Tab.

Click on a Community Name to enter the Community and view content such as videos, documents, links, and
much more. The content available in a Community is limited only by the imagination of the Community Manager. The
Community template is divided into four Sections, or Gadgets: Welcome (not shown in the image below);
Announcements; Links; and Documents. Later in this Guide, we will show you how to become a Community Manager

and build a Community for your Organization. The image below is an example of content inside the SEJPME
Community.
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Announcements

Description

Have you completed SEJPME I, I, or both? Did you know that you can get college credit for completing these courses?
Currently, there are two ways to obtain college credit for these courses: 1) Through the American Council on Education
{ACE) service, college credit is provided for completion of the SEJPME course at the Joint Forces Staff College (1/1/2010
- 4/30/2016) in the upper-division baccalaureate degree category. They recognize 3 semester hours in management or
strategic management for SEJPME courses. Use the ACE link provided and search for Joint Forces Staff College under
Receive College Credit for Completion of SEJPME Courses Orgamzatmn name and then select JFSC-0003. https /iwww2 acenet edu/credit/?

iptsPublic.getC chCriteria 2) Through the American Military University (AMU), college credit is
provided at a rate of 3 semester hours per course towards an elective credit. For more mft-vmal\un on SEJPME Lransfer
credits with American Military University: http://vaww.apus. edu/TransferCredit/ di
sejpme.htm We continuously work to expand this list. Visit the SEJPME Community of Interest page for continuing updales
on SEJPME credit recognition at military universities and others

SEJPME Il will soon be converted into a curriculum format. Once completed, new students enrolling into the course will
need to search in the cumiculum sub-tab on the Course Catalogue page for SEJPME II.

SEJPME Il CONVERSION

CYBERCOM, NSA Senior Enlisted Leader Discusses
Troops, Training, Mental Health

Joint Staff Preparing NCO i i By Jim Garamone DoD News, Defense Media Activity, April 12, 2018

SEAC: Educated, Empowered Enlisted Leaders Needed
in Joint Environments

By Jim Garamone, Defense.gov, May 14, 2019

By Jim Garamone DoD News, Defense Media Activity, Nov. 29, 2017

{103)

Documents

Search Q Search ]
Name Modified Date Modified By Download
~ SEJPME - Senior Enlisted Joint Professional Military Education
~ Backbone of the Armed Forces 2019-08-01 10:25:26.0 DAVID CRUZ I
Capy - NCO-Backhone pdf 2019-08-01 14:57.53.0 DAVID CRUZ & Download I
01_Intreduction htm! 2019-08-01 10:26:08.0 DAVID CRUZ & Download I
01_Introduction.mp3 2019-08-01 10:26:09.0 DAVID CRUZ & Download j

Community Management Tab

If you, or any user, has been designated a Community Manager, you will have this additional Tab available to
you. Only those Communities to which you are a Community Manager will display in this Tab. This Tab allows you to
build, add content to, edit, and determine who gets to see your Community. A System Administrator or Tech
Administrator are the only roles that can create a Community for you. Contact JKO for more information on creating
and managing a Community for your organization.

T 3 :
% l;‘zJOINIﬂCHlEFS OF S | JOINT TRAINGX

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Show/Hide Gadgets

Community Management

Community Management

Below is a List of Communities that are available for editing. Click a link to open the editor window.

Training Coordinator Resources ]

Joint Staff Training

Edit a Community

To edit a Community that you are a Community Manager of, select the Community Name. A workspace will
open, as shown in the image below, which is similar to the view of the Community in the Community Tab. However, in
this view you will see that all of the Gadgets are available to edit. Use the Hide Gadget link in the upper right of each
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Gadget to either Show it or Hide it in the User’s view of the Community in the Community Tab. For example, if you
have not yet built out the Announcements Gadget of your Community, you can choose to hide it so that users do not
see an empty Gadget when they view your Community.

WS_ Edit_Joint Staff Training *

Joint Staff Training - Community Editor
Edit Joint Staff Training _Setting:

Welcome — ¢ Hide Gadget

\Welcome Community text will appear on the Community page

SansSerf 2 Nomal ¢ B I U S A M x x* HiH:»» IES=ZE 4= @B L

Save Cancel

Announcements = ¢ Hide Gadget

Add Announcement

Title = Text =

Start Date End Date <
No records found.
——
Links = + Hide Gadget
Add Link
Title ¢ URL ¢ Description ¢

No records found.

Deocuments = » Hide Gadget

) Right-click orfla node in order to create folders, uplead items to that node. or paste items
b .

Welcome Gadget. To add content to or edit this area of the Community, add text or pictures into the space
using the editing tools available. The functionality is similar to the tools in Microsoft Word. Once you are complete,
select the Save button.

Welcome - - Hide Gadget

Welcome Gommunity text vill appear on the Community page

Sans Serif 3 Large s B I UGS A K X X HH:®” ¢ == ECE

Iil
Il
2
1}
&®
5]
@
5l

Welcome to the Joint Staff Community!

We hope you will visit this Community often, as we will frequently post important training announcements, links to helpful Joint Staff and training Resources, and valuable documents
for administrative awareness and professional development.

Your Joint Staff Training Coordinator is Jacques Renault. Each Directorate has a Training Coordinator that will assist you in your training needs. Please don't hesitate to call on any of

us.
|

Announcements Gadget. To add an Announcement to the Community, select the Add Announcement button
and fill in the required fields. You can enter Start and End Dates so that Announcements will automatically appear or
drop on the dates you select.
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“indicates required fields

[JS Newcomer's Welcome Briefing ]

The next briefing will be held on 18 SEP in Classroom A5D.

Start Date:
05/12/2020 c]

mmvddiyyyy

End Date:
09/18/2020 c]

o
Cancel

When complete, select the Save button. The Announcement now appears in the Announcements Gadgets. To
edit an Announcement, select its name from the list of Announcements, make any changes, and select Save. To Delete
an Announcement, select the Delete icon % located to the left of the Announcement name.

1

Announcements - 7 Hide Gadget

Add Announcement

'I'Iﬂe L3 Text &

Start Date ¢ End Date ¢
n . JS Newcomer' Briefing The next briefing will be held on 18 SEP in Classroom ASD. 05/12/2020 09/19/2020

Links Gadget. To add a Link to the Community, select the Add Link button and fill in the required fields. When
complete, select the Save button.

Add/Edit Community Links ©

= indicates required fields

“Trtie: *
Joint Knowledge Online
“URL: *
hitps://jkodirect jten.mil

Description
All Joint Staff training located in JKO |

Internal:

— etate ik mat Implemerts LS ncraiey 1 0pen 2 worspace s commma)
m Gancel

To edit a Link, select its name from the list of Links, make any changes, and select Save. To Delete a Link, select
the Delete icon # located to the left of the Link name.

- - Hide Gadget
Add Link

Description ¢

Title ¢ URL ¢
n I Joint Knowledge Online https:/fjkodirect.jten. mil All Joint Staff training located in JKQ

Documents Gadget. To add a Folder or Item (document) to the Community, right click on the root directory
(Joint Staff Training), or on a folder that is already created. In the image below, we will add a Folder.
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Documents - ¢ Hide Gadget

=
Right-click on a node in order to create folders, upload items to that node, or paste items.
Richt-click on a document to copy or delete it
Click on the triangle icon to expand the node and view its folders/documents.

Search Q Search j
Name Modified Date Modified By Download
Joint Staff |
4+ Add Folder
+ Add ltem J

Now that the Folder is added, you have the option to add Items (documents) to it by right-clicking on the name
of the Folder we created above, and selecting +Add Item.

Documents - 2 Hide Gadget

Y
Right-click on a node in order to create folders, upload items to that node, or paste items.

Richt-click g te it
Click on thej + Add Folder de and view its folders/documents. i i
WEdit Folder searcn Q search |
XDelete Folder ame Modified Date Modified By Download
| ot stark 4 agq em
| Requirel | 2020-05-12 15:49:37.0 | JacQuE RENAULT

Add a document by clicking the Choose button and navigating to and selecting the file location on your
computer, or Drag and Drop the document to the window. Select the Upload button to complete the process.

Manage Community items [ x]

Upload Community Documents

Parent Folder *: Required Training 2021

JS_Annual_Training_2020.docx  10.9 KB ®

Drag and drop your file(s) above, or press ‘Choose' button to select file(s).

In the image below, you can now see that we created a Folder (Required Training 2021), and added a document
(JS_Annual_Training_2021) to the Folder. You can repeat this process to add to and organize the Documents Gadget
any way you like.

Documents = 7 Hide Gadget

Y
Right-click on a node in order to create folders, upload items to that node. or paste items
Richt-click on a document to copy or delete it
Click on the triangle icon to expand the node and view its folders/documents.

Search Q Ssearch
Name Modified Date Modified By Download
~ Joint Staff Training
| - Required Training 2021 2020-05-12 15:49:37.0 JACQUE RENAULT 1|
JS_Annual_Training_2021.docx  Link (@ 2020-05-12 16:07:27.0 JACQUE RENAULT & Download l

Edit Community Settings

To edit Community settings, (not content as we did above), select the Edit (Your Community Name) Settings
link in the upper right hand corner of the workspace. Community Settings include editing the Community name and
description details, adding additional Community Managers, and selecting which Organizations will be able to see this
Community in their view of the Community Tab.
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WS_ Edit_Joint Staff Training

Show/Hide Gadgets
WS_ Edit_Joint Staff Training®

Joint Staff Training - Community Editor

Edit Joint Staff Training _Setting;

Welcome - ¢ Hide Gadget

Welcome Community text will appear on the Community page.

SansSerf ¢ Nomal ¢ B I U S A K XX HH»e EEZ=E 9= 920 %

Welcome to the Joint Staff Community!

In the work space that opens, you have control over many of the details of this Community, including Name
and Description of the Community. You can also specify under what Group Heading your Community will be listed in
the Community Tab. Select the drop-down arrow on the Group Heading field to view and select an appropriate Group
Heading. If one is not available, contact JKO, as a System or Technical Administrator are the roles that have permission
to create new Group Headings.

Check the Active check box to make the Community Active. Active means that the Community will display in
the Community Tab. One reason why you may not want to make a Community Active is that you are still building it
out. If a Community is not Active, it is not displayed in the Community Tab, and therefore not available to view.

WS_ Add/Edit Community ®

Community Details Search Users <]
= indicates required fields Last Name: First Name:
Name * Search Clear

Joint Staff Training
Name can not exceed 255 characters.
p— —

“Group Heading: *

Training Coordinator Resources [-]
Current Selection

Description No User Selected
This site is to assist Joint Staff members with their annual trainin

Add Users. Close

Organization [ ]
Active: & ** When checked. the oo display in the community tab
Managers Search Clear Search
Search & Add

= Joint Knowledge Online -~
|_J US Africa Command

US ARMY NORTH (ARNORTH)

»

»

» [0 US Army Space and Missile
» 5 Business Support Director

» [ US Central Command (CENTC X Remove
» 1) Combined Joint Task Force

» T CSS Org

» [ Defense Contract Audit Ag

» 5 Defense Contract Manageme
» [5 Defense Commissary Agency
» [l Defense Human Resources A
»

»

»

y

»

»

»

»

»

y

y

RENAULT, JACQUE

Show Al: [l *~When chacked, AL users will ses this community

| Depariment of Homeland Se
| Defense Information Syste
|1 DMA

| Defense Manpower Data Cen
| Depariment of Defense, Of
| DoD Education Activity

Organizations: No 0rgs selected
Include Unassigned

= Us: false
= Multi-National: false

|7 Defense Security Cooperat
|_J Joint Improvised-Threat D
|_J US Indo-Pacific Command
|| JFHQ DODIN

Joint Personnel Recoverv

Include Unassigned US Personnel ll
Include Unassigned Multi-National Personnel

Check to include all sub-organizations|

Save Cancel
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If you would like to select additional Community Managers for your Community, select the Search & Add
button to open the Search Users window. Enter First and Last Name, and then select the Search button to find the
User(s) who you are going to designate as Community Manager(s) of this Community. In the Search Results that
display, click the green Add icon © and then the Add Users button to complete the action. Once you make this User or
Users a Community Manager, the Community Management Tab will appear when they log in to JKO, and they will have
the same rights as you do to edit this Community.

To select which Organizations and personnel have access to your Community, select the Set Access button. A
window opens with a list of all the top-level Organizations in the LMS. You can pick and choose which Organizations
get to see your Community by checking the box to the left of their Name(s). To view and check sub-Organizations of
those top-level Organizations, select the arrow to the left of its name to expand the Organization. When you choose a
top-level Organization and want all of that Organization’s sub-Organizations to see the Community as well, check the
box at the bottom of the page that says Check to include all sub-organizations. All of that Organization’s sub-
Organizations will automatically check off in the list, and you won’t have to expand the top-level Organization and
manually check off every sub-Organization.

To allow Unassigned U.S. Personnel access to view your Community, check the box next to Include Unassigned
U.S. Personnel. When you check this box, you are saying that U.S. Users who do not belong to an Organization in their
JKO Profile will see your Community in their Community Tab. If you leave the box unchecked, all U.S. Users who do not
belong to an Organization in their Profile will not see your Community.

To allow Unassigned Multi-National Personnel access to view your Community, check the box next to Include
Unassigned Multi-National Personnel. The same consequences of checking or unchecking this box are described in the
previous paragraph.

If you only wanted the Joint Staff Organization and all of its sub-Organizations to have access to this
Community in their Community Tab, you would select Joint Staff from the list of Organizations, and check the box next
to Check to include all sub-organizations.

Select Save in the Organization popup window once you have made all your Organizational and personnel-type
selections.

System Administration Tab

Up until now, all functionality described in this Guide is available to the Student User, and should serve as a
refresher for you. The System Administration Tab is only available to LMS Users with additional training and
permissions. In this Tab, you are able to create Organizational Alerts, create and manage Organizations and Audiences,
and search for Users in your Organization in order to view their Profiles and training status.

The System Administration Tab contains up to five Gadgets:

e LMS Data Maintenance*

e Alert Management

¢ Audience Maintenance

e User Management

e Organization Maintenance
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Show/Hide Gadge!

System Administration

LMS Data Maintenance

Alert Management

Audience Maintenance + <
User Management il
Organization Maintenance + 2

By default, Gadgets display in the minimized mode as shown in the image above. To the far right of each
Gadget name are the Expand and Maximize icons., * ¢

A. The Expand icon * opens the Gadget, while other Gadgets continue to display in minimized view
above and below the opened Gadget. Selecting the Gadget Name will also expand the gadget to the expanded view.

B. The Maximize icon «# opens the Gadget and the other Gadgets are not displayed.

C. Other Available Gadgets (see paragraph and image below) that you checked in order to display in
the Training Management Tab have an additional Remove % icon available on the far right side. # ¢ % Selecting the
Remove icon will remove that Gadget from your display. In order for the Gadget to display again, you must repeat
steps described below.

*LMS Data Maintenance. Not all Gadgets display by default in each Tab. To display this Gadget, select the
Show/Hide Gadgets link on the upper right side of the page, as shown in the blue box in the image above. The
WS_Show/Hide Gadgets work space opens that displays every Tab and the Gadgets associated with that Tab. If there
are any additional Gadgets available for that Tab, check the box next to that available Gadget and then Save. That
Gadget will now display for you under that Tab. As you can see from the image below, LMS Data Maintenance is the
only additional available Gadget for the System Administration Tab. We recommend keeping this Gadget hidden.
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WS_ show/Hide Gadgets®

ghiﬂs page displays the gadgets for each of the tabs available for your role. Some gadgets are default (they cannot be taken away), while other gadgets can be added or removed by checking or unchecking the corresponding box and clicking 'Save' at the
ottom

My Training [ ]
Default Gadgets

Alerts

Training Information

Assigned Training

Elective Training

Course Catalog o
Default Gadgets

Browse Course Catalog

Certificates ]

Default Gadgets

Community ]
Default Gadgets
Communities
Community Management ]

Default Gadgets
Community Manager

System Administration [ ]
Default Gadgets Other Available Gadgets
Alert Management + LMS Data Maintenance

Audience Maintenance
User Management
Organization Maintenance

Alert Management Gadget

As previously mentioned, Alerts are used to bring an issue to the attention of LMS Users. They can be displayed
to all LMS Users, or to specified Organizations. As a Training Coordinator, you can create Alerts for your Organization.
Alerts are created here in the Alert Management Gadget, but appear in the Alerts Gadget on the My Training Tab.
Click on Alert Management or the Expand icon % to open the Gadget.

You can sort Alerts by clicking on the sorting arrows next to the Title or Description column headers. This will
display the Alerts in alphabetical order from A-Z, and then Z-A if you continue to click the arrows. You can also use the
Title or Description Search fields to find an Alert by entering a part of the alert Title or Description.

Displayed in the image below is a list of Alerts created for your Organization. Since you cannot create a System-
level Alert, they are not listed here.

Y JOINTACHIEFS-OF ) B T v

e o

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Show/Hide Gadgets

System Administration

Alert Management
Shown below are all alerts to which you have access. Please click on the name of an alert to edit.

Add Alert

Number of Records: 1

° #;mﬁif;ﬁ Your annual JS required training will be assigned next week. You have until 31 DEC to complete the training. If you have any questions on this training, please contact your Directorate
Tr_a?ning Training Coordinator. Remember, you must belong to a Joint Staff Organization in your Profile to receive the training
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Add an Alert. To add an Alert, click the Add Alert button. In the work space that opens, enter all the
mandatory information, including Title, Description, and Start and End Dates. You can set a Start Date in the future if
you choose. Alerts will automatically appear and disappear based on the dates you set here.

WS_ Add Alert*
Organization €
Alert Details
*indicates required fields Search Clear Search
Title: *
Newcomer's Briefing + L Joint Stafr
Title cannot excesd 50 characters. Description: » v j?j;
f i - : v
The next Joint Staff Newcomer's Briefing will be held on 18 SEP in Classroom ASD. Please ensure all new . v 1S 13
members of your team attend v i JS U4
v )85
v #0108 U6
b #0dS 7
» Bz JS J8
“
Start Date: + |07/01/2020 B | mm/ddlyyyy End Date: - |09/19/2020 B mm/dd/yoa
Organizations: N0 Orgs selected
Include Unassigned
- Us: false
= Muiti-National: false
Check to include all sub-organizafions/uf
Save Cancel
{ |
Save Cancel

To choose which Organizations will see your Alert, click on the Set Access button. A list of your Organizational
structure displays. You can pick and choose which Organizations get to see your Alert by checking the box to the left of
their Name(s). To view and check sub-Organizations of those Organizations, select the arrow to the left of its name to
expand the Organization. When you choose an Organization and want all of that Organization’s sub-Organizations to
see the Alert as well, check the box at the bottom of the page that says Check to include all sub-organizations, as
shown in the image above. All of that Organization’s sub-Organizations will automatically check off in the list, and you
won’t have to expand the top-level Organization and manually check off every sub-Organization.

Select Save in the Organization popup window once you have made your Organizational selections. Review
the details of the Alert you are creating, and when ready, click the Save button. Your new Alert is now included in the
list of Alerts. It will display in the Alerts Gadget in the My Training Tab for members of your Organization based on the
dates you entered when you created the Alert.

TOINT TRAINIX
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My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

' ':V}Jon NT-ACHIEFS-OF STAFFS

Show/Hide Gadgets

System Administration

Alert Management
Shown below are all alerts to which you have access. Please click on the name of an alert to edit.

Add Alert

Number of Records: 2

Joint Staff
(4] Required
Traininﬂ
Newcomer's
Briefing

Your annual JS required training will be assigned next week. You have until 31 DEC to complete the training. If you have any questions on this training, please contact your Directorate
Training Coordinator. Remember, you must belong to a Joint Staff Organization in your Profile to receive the training

The next Joint Staff Newcomer's Briefing will be held on 18 SEP in Classroom A5D. Please ensure all new members of your team attend.,
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Edit an Alert. To edit an Alert, click on its Name in the list of Alerts to open the WS_Edit Alert work space.

Make any changes you wish, and then click the Save button. In the example below, we are changing the alert Start
Date.

R
@

e

Q) JOLNT-ACHIEFS-OF STA FF s - e

&

=

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS
L]
WS_ Edit Alert

Show/Hide Gadgets
Ws_ Edit Alert*

Alert Details

* indicates required fields
Title: *

Newcomer's Briefing
Title cannot exceed 50 characters. Description: *
The next Joint Staff Newcomer's Briefing will be held on 18 SEP in Classroom ASD. Please ensure all new members of your team attend

Start Date: + 07/06/2020 mm/ddiyyyy End Date: * |09/19/2020 T -
o >
Organization T ligence Operations Plans and Policy, J2 Warfighter Support and S J3, J3 C Control and Nuclear Ops, J3 Regional Operations, JS J4, J4 Operational
Logistics, J S T F S 155 J5 Joint Strategic Planning, J5 Strategic Stability, JS J6, J6 ITS Enterprise Management Division, J6 Pentagon IT Services, JS J7, J7 Required Capabilities Branch, J7
Strategy a 1 2 3 4 Q3mtandApplication and Support, J8 Resources and Acquisition
5 7 8 9 10 1

Include Unas

o us:fal 19 20 21 22 23 24 25
o MutitNd 26 27 28 29 30 31

12 13 14 15 16 17 18

I Save Icaneu

Delete an Alert. To delete an Alert, select the Delete icon & to the left of the Alert Name.

Alert Management

Shown below are all alerts to which you have access. Please click on the name of an alert to edit.
Add Alert

Number of Records: 2

° ‘lléi":if;iﬂ “Your annual JS required training will be assigned next week. You have until 31 DEC to complete the training. If you have any questions on this training, please contact your Directorate Training Coordinator.
ﬁ?ﬁ Remember, you must belong to a Joint Staff Organization in your Profile to receive the training.

Newcomer's
Briefing

The next Joint Staff Newcomer's Briefing will be held on 18 SEP in Classroom A5D. Please ensure all new members of your team attend.

In the confirmation popup window that opens, select the Yes button to permanently delete the Alert, or the No
button to cancel the action. When you delete the alert, it will no longer display in your list of alerts, and will be
removed from the Alerts Gadget in the My Training Tab.

Delete Alert

Are you sure you wish to permanently delete this Alert?

Yes No
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Audience Maintenance Gadget

We discussed here that Audiences function much like Organizations, in that they are a primary means to deliver
training to a specific group of Users who may not be joined together through membership in an Organization.

The Audience Maintenance Gadget provides the ability to create and edit Audiences, populate Audiences with
Users, and to group Audiences together (not common). An Audience Group is a group of two or more Audiences.
Courses may be assigned to Audiences using the Course Associations Gadget in the Training Management Tab, which
is discussed later in this Guide. Click on Audience Maintenance or the Expand icon # to open the Gadget.

(50} JOINTACHIEFS-OF STAFF. W

p i

—

My Training Course Catalog Certificates Community Community Managemen! System Administration Training Management Report Builder SGST VCLASS

Show/Hide Gadget

System Administration

Alert Management +
Audience Maintenance —
Audiences } Audience Groups ‘
Shown below are all audiences to which you have access. Please click on the name of an audience to edit.
Add Audience
J
Number of Records: 2,155
a D

9 th AF J3-3 JBTF Training -3

109 MDG EPRC Clinicians This group is for all s, nurses, dentists, nurse s and physician

109 MDG Operator Responders This is for all members holding an AFSC in the MDG that are not physicians, nurses, NPs, PAs or dentists.

T y Personnel needing or have done HIPAA training, however they are either temporarily assigned to the 11th MDG or not permanent. Therefore, they

SLMPE Temaslet e sasined will be accounted for in this Audience group for tracking purposes.

111th ang

12th BN ARCD (-) Secondary audience for Soldiers that have another affiliation in addition to 12th BN ARCD

12TH BN ARCD (SHARP) ] temporary audience for SHARP training shortfalls.

12th BN ARCD ACE () [o) porary audience for Suicide Awareness shortfalls.

12th BN ARCD ASAP (-) O temporary audience for ASAP training shortfalls.

12TH BN ARCD CTIP(-) Organizational temporary audience for CTIP shortfalls and transition from J3TA-US0030 to J3TA-US1328

(1 0f 216) 02345578310 Ry

The default view of the list of Audiences is alphabetical, with numbers before letters. You may use any number
of tools to sort or find an Audience in the list, including the sort arrows next to the Name and Description column
headers, the Name and Description Search fields, and the pagination numbers and arrows at the bottom of the page.

Create an Audience. To create an Audience, click the Add Audience button to open WS_Add Audience work space.
Fill out the required fields as indicated by the red asterisk:

e Audience Name

o Description

e Allowed to Join/Drop. You may restrict entry into an Audience by locking it. In most cases, Audiences
remain unlocked. If you choose to lock the Audience, an additional field opens that requires you to
enter a Join/Drop Lock Message which will display to Users who attempt to join this Audience in their
Profile. The message you create should include clear instructions to the User on steps to join the
Audience. If approved, a privileged User must then manually add Users to the Audience, as described
next in this section, and here and here. This could take significant manual effort if there are many
potential members of this Audience.
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Deactivation Date is not required, however, by entering a deactivation date to the Audience, Users will no
longer be able to join it after that date. The Audience will no longer be visible or available in the list of Audiences in the

Audience Association section in the Profile. However, the Audience will still be visible in the Audience Maintenance
Gadget for your use if you decide to use it again. It will remain there until you delete it.

Once you have created the details of the Audience, select the Save button.

r
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My Training Course Catalog Certificates Community Community Managemen System Administration Training Management Report Builder SGST VCLASS WS_Add Audience

Showtide Gadgets
Aliowed to Join/Drop: * WSs_Add Audience®

Locked

“Join/Drop Lack Massage Audience Name: *

To gain access to this Audience, please contact Jacques EXercise Galiant Serpent

Renault, the JS Training Coordinator for instructions| paserption: _

Participant of this Exercise must take all courses assigned to this
Audience prior to 31 DEC

Deactivation Date:
12/31/2020 ]

mmiddiyyy
Allowed o Join/Drep: *

Unlocked a

Locked
* Once you save, you will have the ability to add users to this audience in the space below:

Unlocked
E e
—_—
Audience Members

Username ¢ Primary Organization o

No records found.

Add Users to an Audience.

There is more than one way, in more than one location in the LMS, to add Users to an Audience. To add Users
through the Audience Maintenance Gadget, click on the Audience Name, and select the Add User(s) to This Audience
button, as outlined in the Blue box on the image above. In the WS_Add User(s) work space that opens below, you will
be introduced to the User Search interface. This interface is used in several location in the LMS to search for Users, so
it is important that you know it well. To edit a User’s Profile and add him/her to an Audience, click here and here

=

i) JOINTCHIERSIOF STAFF. W 0 x
~ - - — - -
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My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

® @
WS_Edit Audience  WS_Add User(s)

ShowlHide Gadgets

WS_ Add User(s)*

Add User(s) -

Exercise Gallant Serpent

Please use the User Search tools below to build a list of users you wish to add to this audience. When your list is complete, click the "Add User(s) to Audience” button to add those users to the audience.
Users to be Added

User Name ¢

No records found.

Save

Users Search

First Name:

Last Name: User Name:

EDiPI Roles: Select Role. B seus Al
Primary Organization: JS J1, J1 MILSEC-FO, J1 RASelect Organization Include Unassigned Users:

Secondary Organization: Select Organization

Email

Account Type: Select Account Type. (-]
Branch of Senvice: Select Branch of Service. (-]

Pay Grade Select Pay Grade. [~]
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You can enter as much or as little information in the Users Search fields as you want. Be careful not to include
too much search criteria, as being too specific may limit your results. For example, if you type information into five of
the search fields, and just one of the entries is mis-typed, you will not get any results, because the LMS is looking for all
of the exact information you typed together in the records it is searching, not any of the information you entered. The
Search fields available are described below:

Note

Organization.

First Name. Enter a sequence of characters included in the User’s first name
Last Name. Enter a sequence of characters included in the User’s last name
User Name. Enter a sequence of characters included in the User’s JKO User Name

EDIPI. Enter a User’s 10 digit EDIPI, a numeric string located on the back of the CAC. When a User
creates a JKO account with a CAC, the EDIPI is automatically included in his JKO Profile.

Roles. Select a User Role from the drop-down menu. Default setting searches all roles.
Status. Select a User’s Status (Active, Inactive, or All). Default setting is All.

Primary Organization. Click the Select Organization link. A Find an Organization window opens.
Expand and contract the organizational tree by clicking the black arrow to the left of a folder icon
(which indicates the organization has sub-organizations). The Search Field box may be used to search
for any part of an Organization name. Select an Organization by checking the box to the left of the
name. An option to include all sub-organizations in the search, vice just the immediate organizational
unit selected, will appear at the bottom of the window, but only when you scroll all the way down.
Check the box if desired. Click the Select Organization button to complete the selection.

: Leaving the Organization selections in their default setting searches the Training Coordinator’s entire

Secondary Organization. The process to select a Secondary Organization mirrors the process discussed
in the previous paragraph.

Include Unassigned Users. Check the box to indicate whether Unassigned Users should be included in
the search population. If you are searching for Users that are part of your Organization, you should
uncheck this box.

Note: Including unassigned users but not narrowing the search with some field other than an Organization
selection will cause all Unassigned Users to be included in the search results, which will generate millions of results. If
you are searching for a User that is a member of an Organization in his/her JKO Profile, uncheck this box so as not to
return large numbers of unneeded records.

Email. Enter the User’s email address
Account Type. Select an Account Type from the drop-down menu.
Paygrade. Select Pay Grade from the drop-down menu.

Branch of Service. Select a Brach of Service from the drop-down menu.

Once you have entered your search criteria to search for Users to add to this Audience, select the Search

button. To generate the Search Results in the image below, we selected J1 and its sub-Organizations for the Primary

Organization selection, and unchecked the Include Unassigned Users checkbox (both highlighted in Yellow). The image

above shows these selections. (User Names and EDIPIs have been removed from the image.)
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WS_ Add User(s)*

|Add User(s) -

Exercise Gallant Serpent
Plaase use the User Search tools below to build a list of users you wish to add to this audience. When your list is complets, click the "Add User(s) to Audience” button to add those users to the audience.

User Name ¢

ABREU, CHRISTOPHER Student
(=] ADAMS, MICHAEL Student Js Active
ADAMS, NICOLE Student

First Name: Last Name: User Name:

EDIPI Roles: Select Role. E Status: All
Primary Organization: JS J1, J1 MILSEC-FO, J1 RASelect Organization Include Unassigned Users:
Secondary Organization: Select Organization
Email: Account Type: Select Account Type... [-]
Pay Grade. Select Pay Grade @ 5ranchor senice: Select Branch of Service [~)

: Clear Fields

Please select the users you wish to add and click the "Select Users” button. The users you've selected will populate in the "Users to be Added” table at the top of this screen. (Only Active Users will be displayed)

Number of records: 213 Results per page: 10 Add All
liear Nama
[£] ABREU, CHRISTOPHER Student Js J1 Active
[£] ADAMS. MICHAEL Student JsJi1 Active
© ADAMS, NICOLE Student Js Active
[+] AGNISH, VIVEK Student J1RA Active
[+] ALI, HUMAIRA Student Js Active
[+] ALI, SUHAIB Student Js Active
Q ALOUISE, CARRIE Student JS U1 Active
[ ANDERSON, ERIC Student J1RA Active
© AQUINO, EMERLY Student Js J1 Active

(10f22) 23456783910 » =

To select a User, click on the green Add icon © in the left column. Your selection will move to the top of the
page in the Users to be Added section as shown in the image above. Continue to make selections from the Search
Results until you have selected all the Users you want. Click the Save button in the Users to be Added section to
complete the action. You have now created an Audience and added Users to it.

Show/Hide Gadgets

WS_ Edit Audience ®

Audience Mame: -
Exercise Gallant Serpent

Desarption: *
Participant of this Exercise must take all courses assigned to this
Audience prior to 31 DEC

Desactvation Date:
1213112020 [}

& rop: *
Unlocked i

* Once you save, you will have the ability to add users to this audience in the space below
Save Cancel

Audience Members

Shown below are all users who are currently members of this audience.You may remove a user by selecting the checkbox for that user and clicking the '‘Remove User(s)' button. To add additional users, please click the ‘Add
User(s)' button.

Add User(s) to This Audience

Number of current audience users: 3

o ADAMS, NICOLE Student Js J1 Active
] ABREU, CHRISTOPHER Student Js J1 Active
@ ADAMS, MICHAEL Student Js J1 Active

Delete Users from an Audience. To delete a User, select the Delete icon 6 to the left of a User’s Name. The
User is removed from the Audience. Be advised — there is no confirmation message, so once you click the icon, the User
is removed.
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Search for and Edit an Audience

To edit an Audience, you must first locate it in the Audience Maintenance Gadget, as previously described
here. In the example below, we entered “Exercise” into the Name search field. Once you locate the Audience, click on
its Name to open the WS_Edit Audience work space.

==
-0

_./?JMH]EFS OF TAFF“ . - _— = /T//R/\INH X

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Alert Management

Audience Maintenance

m Audience Groups

Show/Hide Gadge!
System Administration

Add Audience

Number of Records: 5 _Clear Search X

Exercise|

Shown below are all audiences to which you have access. Please click on the name of an audience to edit.

Austere Challenge 15 Exercise

Austere Challenge 15 Exercise

Exercise Gallant Serpent

Participant of this Exercise must take all courses assigned to this Audience prior to 31 DEC

Exercise LION FOCUS 14 - Optional

Exercise LION FOCUS 14 - Optional JKO Courses

Moran Exercise LION FOCUS 14 - Mandatory

J7R Exercise Planners (Sustainment) Certification

J7R Exercise Planners 1t) Certificatiol

Exercise LION FOCUS 14 - Mandatory JKO Courses EDITED

In the WS_Edit Audience work space, you may edit any of the Audience details at the top of the page, or Add

and Delete Users from the Audience. In the example below, we deleted one User from the Audience, locked it, and
added a Join/Drop Lock Message. Click the Save button when you have finished editing the Audience.

WS_ Edit Audience®

Audience Name:

[Exercise Gallant Serpent

Deserption: *

Participant of this Exercise must take all courses assigned to this
Audience prior te 31 DEC

Deastvaton Date:
12/31/2020 o

mmiddiyyyy
Allowed 10 JoinDrop: *

Locked ]

“Join/Drop Lock Message:

To gain access to this Audience, please contact Jacques
Renault, the JS Training Coordinator for instructions.

—
Audience Members

Shown below are all users whe are currently members of this audience.You may remove a user by selecting the checkbox for that user and clicking the ‘Remove User(s)' button. To add additional users, please click the ‘Add User(s)'
button

* Once you save, you will have the ability to add users to this audience in the space below.

Add User(s) to This Audience

Number of current audience users: 2

1531491200357 Student
1561759098001 Student JS J1 Active

@ | ADAMS, MICHAEL
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Delete an Audience

If you no longer have use for an Audience, you should delete it from the list of Audiences in the Audience
Maintenance Gadget. You must first maximize the Gadget by clicking the Maximize icon ¥ in the upper right corner of
the Gadget. The delete function is only available in the maximized display of the Gadget.

Note: Prior to deleting an Audience, all Users must be removed, and there must be no Courses or Curricula
assigned to it. If either of these two pertain to the Audience you want to delete, you will receive this Warning Message:

Delete Audience

The system is unable to delete the specified audience because there is one or more users associated to it. You may deactivate this audience group using the 'Deactivation Date'.

oK

Locate the Audience you want to delete. Select the Delete icon &3 to the left of the Audience Name. In the
confirmation popup window that displays, select the Yes button to permanently delete the Audience. Once deleted,
the Audience will no longer appear in the list of Audiences in the Audience Maintenance Gadget, or be displayed in the
Audience Association section of the Profile.

Delete Audience

Are you sure you want to delete this Audience?

Exercise Gallant Serpent

Yes No

Audience Groups

An Audience Group is simply a group of Audiences under one group umbrella. Audience Groups are rarely
used, and we don’t see you needing to create one for your training program. To search for, create, and manage
Audience Groups in the Audience Maintenance Gadget, select the Audience Group Tab.

b
NG _——

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

J?JOU\J%CHlEFSQF STAFFSE . - IS

Show/Hide Gadgets

System Administration

Alert Management

Audience Maintenance

~ Audiences I Audience Groups

Shown below are all audience groups to which you have access. Please click on the name of an audience group to edit.

Add Audience Group
Number of Records: 35
a D

USAF Notification Officers' Wives USAF Notification Officers ONLY!!! To obtain access to this group, request access from your installation CAR.

USAF Casualty Assi . USAF Casualty Assistance Representatives ONLY!!! Includes all assigned as Primary and Alternate CAR duties.
For access to this group, you must request access from AFPC/DPFCS.

JFCC IMD Mil and Civ All JFCC IMD Military and Civilians
IAW AFI 36-3002 para. 3.4.7.1.2

USAF Notification Officer (Altus AFB) Nuuﬁcalnon 1'ram|ng caurse 1D: OSD-SIMMO1, located in Joint Knowledge Onllne (JKO) website:
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You can locate an Audience Group using any of the search functions available: Click the Sort arrows next to the
Name and Description column headers; enter search words in either the Name or Description search fields; or use the
pagination buttons at the bottom of the list.

To create an Audience Group, select the Add Audience Group button. In the WS_Add Audience Group work
space that opens, enter an Audience Group Name, Description, and then select the Save button.

WS_ Add Audience Group®

Audience Group Mame: *
J S Directorates
Description: *

‘This Audience Group contains each Directorate's Audience.|

— |

You now have the ability to add Audiences to the Group. Select the Add Audience button to display a list of
Audiences to add to your Group.

Audiences in this Group

Add Audience

Audience

No records found

In the Add Audiences to a Group window, use the Sort arrows, Search field, or pagination buttons at the
bottom of the list to find Audiences to add to the Group. Click on the Add icon|# next to the Audience Name to add
the list at the top of the page. Once all of your Audience selections are made, click on the Save Audience button. To
remove an Audience you selected, click on the Remove icon % to remove it from the list.

Add Audience to group e

List of audiences already associated to group

x J1
x J2
Save Audiences

Select audiences from this list
Audience ¢

J3|

+ 9 th AF J3-3

+ ECJ35 FUOPS (Austere Challenge 17)
+ Ja

+ J3 Military

+ J35R Level 1

(1 0f 4) B234 » =
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You have now created an Audience Group and added Audiences to it. To edit the Audience Group, simply
locate it in the list of Audience Groups and click on its Name. In the WS_Edit Audience Group work space that opens,
make any changes to the Audience Group Name or Description, and add additional Audiences or remove Audiences
using the Add Audience button or the Remove icon % respectively.

WS_ Edit Audience Group*®

Audience Group Name: *
JS Directorates
Description: *

This Audience Group ins each Di s Audi

Save Reset

Audiences in this Group

Add Audience

% J2 I
x 5 j

To delete an Audience Group, you must first maximize the Gadget by clicking the Maximize icon| # in the upper

right corner of the Audience Maintenance Gadget. The delete function is only available in the maximized display of the
Gadget.

Note: You can only delete Audience Groups once all of the Audiences contained within it have been deleted
from the Audience Group.

Locate the Audience Group using any of the search tools available. Now select the Delete icon g} next to the
Audience Group you want to delete.

Add Audience Group

Number of Records: 4 _Clear Search ¥

Delete s

JSOAC-E JSOAC-E RAFM
(<] J8 Directorates This Audience Group contains each Directorate's Audience.
(] NR JSS Level | and Level I JKO Level | and Level |l for members assigned to NR Joint Staff South (86925)
4 Required if you, 1) request fund cite memos and/or 2) review, validate and approve
[+] JS Departmental Accountable Officials (DAQ) invoices/receipts for payment
(10f 1) [1] [10 ]

Select the Yes button in the confirmation popup window to permanently delete the Audience Group. Once
deleted, the Audience Group will no longer appear in the list of Audience Groups in the Audience Maintenance Gadget.

Delete Audience Group

Are you sure you want to delete this Audience Group?

JS Directorates

Yes No
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User Management Gadget

The User Management Gadget gives you the ability to search for and manage User accounts. As indicated
earlier, your search permissions are scoped to your Primary Organization. Therefore, you will not be able to locate a
User who is not in your Organization. You will, however, be able to locate all Unassigned Users, which number in the
millions. The default display of this Gadget is the minimized mode, where there are limited search features. We
recommend you always maximize this Gadget using the Maximize icon & in the upper right corner of the Gadget. All
of the functions of the User Management Gadget that follow will be from the maximized view of the Gadget.

Search for a User

£

= %‘M’:}JOINI‘GHIEF S ‘OFT AF . - - __ '01{ RAININX

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Show/Hide Gadgets

System Administration

| User Management

Use the search fields below to locate one or more user accounts you wish to manage.

First Name: Last Name: User Name:

EDIPI: Roles Select Role. . Bstens Al @
Primary Organization:  Select Primary_Organization Include Unassigned Users: ¥
Secondary Organization: _Select Secondary Organization

Email T Account Type: Select Account Type... )

Pay Grade Select Pay Grade... B Branch of Senice: Select Branch of Service )

Search Reset

We introduced you to the User Search interface previously in this Guide when we showed you how to add
Users to an Audience here. This is the same interface. We will not go over every field here, but want to reinforce some
key points:

e Be careful not to include too much search criteria, as being too specific may limit your results.

e If you are searching for Users that are part of your Organization, you should uncheck the Include
Unassigned Users check box. Including unassigned users but not narrowing the search with some field
other than an Organization selection will cause all Unassigned Users to be included in the search
results, which may generate millions of results. If you are searching for a User that is a member of an
Organization in his/her JKO Profile, uncheck this box so as not to return large numbers of unneeded
records. An example of this is described in the Note below.

e Leaving the Organization selections in their default setting searches the Training Coordinator’s entire
Organization. Unless you are searching for a User that you KNOW is in a certain Organization, you don’t
need to choose an Organization when you conduct a search.

In the example image below, we conducted a search for Users with the Last Name of Smith who belong
somewhere in the Joint Staff Organization. Therefore, we entered SMITH (search field is not case sensitive) into the
Last Name search field, and unchecked the Include Unassigned Users check box.

Note: Had we kept the Include Unassigned Users check box checked, there would have been over 32,000
results returned. Since we are looking for Users we know are somewhere in the Joint Staff Organization, we unchecked
that box and three results were returned.
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User Management ®

Use the search fields below to locate one or more user accounts you wish to manage

First Name. Last Name: smith User Name

EDIPI Roles: Select Role. ﬁ Status: All

Primary Organization:  Select Primary Organizatien Include Unassigned Users
Secondary Crganization: Select Secondary Organization

Email: Account Type: Select Account Type... -]

Pay Grade: Select Pay Grade. -] Branch of Service: Select Branch of Service -]

Search Reset

To reset a user's password or mandate a change upon next login, please click the 'Manage Settings' bution beside that user's account.

Search Results

Search Results can also be exported to an .xIs format (Microsoft Excel). Please note that there is a 40,000 record limit on this export.
Results Found: 3 Results perpage: 10 [
Settings User Name ¢ Primary Organization ¢
SMITH. KENDRA J2 Intell Operalions Pl d
nielligence erations Plans an "
X Login As User | View Deskiop 1466 Bolicy d P Student Active
SMITH, JEVON
X Login As User | View Desktop | 59 Js 7 Student Active
SMITH, ANGELA
= : ANGELA JS 47 Training Act
S Login As User | View Desktop Coordinator ve

The Search Results section includes all the results matching your search criteria. The results section displays
the User’s Name, User Name, EDIPI, Primary Organization, Role, and Status.

From here, you can Export results, view, edit, and manage Users through the various functions, including:

View or edit a User’s Profile

Login as a User

View a User’s Desktop, which includes the User’s current course enroliments and completions
Manage User Settings

View or Edit a User’s Profile

To view a User’s Profile, click on the User’'s Name, highlighted in Yellow below.

Settings User Name & Primary Organization ¢
SMITH, KENDRA

Student Active

= . 1466 J2 Intelligence Operations Plans and
5 Login As User View Desktop Policy

This will open the WS_Edit Account work space. This work space is the User’s Profile. From here, there are
certain fields you can modify. Others are read-only where only System or Technical Administrators have permissions to
change.

To make any changes to the Profile, simply enter the new information into any of the available text fields or
drop-down menus. If you are going to unassign the User from her current Organization, you can click on the X to the
left of the currently selected Organization. If you want to move the User to a different Organization, click on the Select
Primary Organization link to open the Find an Organization window. Select a new Organization by clicking on it to
highlight it, and then select the Select Organization button to close the window. The selected Organization will then
display in the Organizations section of the User’s Profile. Once all Profile changes are made, select the Save button at
the bottom of the WS_Edit Account work space.
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W$S_ Edit Account®

* Required field

Personal Data e
First Name: * Middle Name: Last Name: User Name: *
KENDRA SMITH
EDIPI: PIV Gommon Name: Role: * Gountry of Gitizenship:

Career Information

Account Type: * Pay Grade: * Branch of Service: *
Government Service Civilian -] 1 -] Other

Duty Station:
RRA

Find an Organization

Organizations

Search Clear Search

Primary Organization: X JKO -> JS -> JS J2 -> J2-10-J2 Intelligence Operations Plans and Policy Select Primary Organization

= - Indates Inackive Organization.

Secondary Organization: None Assigned  Add Secondary_Organization + L (DCMA) - Defense Coniract Manageme

LI (DeCA) - Defense Commissary Agency
L_/(DHRA) - Defense Human Resources A
L (DHS) - Department of Homeland Se
LI (DISA) - Defense Information Syste
LI (DMA) - DMA
-1 (DMDC) - Defense Manpower Data Cen
=1 (DOD OIG) - Department of Defense, Of
LI (DODEA) - DoD Education Activity
-1 (DSCA) - Defense Security Cooperat
LI (DTRA JD) - Joint Improvised-Threat D
LI (INDOPACOM) - US Indo-Pacific Command
L (JFHQ DODIN) - JFHQ DODIN
LI (JPRA) - Joint Personnel Recovery
~ [ (JS) - Joint Staff

S J1

Audience Association

Associations: Add Audience(s)

No records found.

Contact Information

Business Email: *| noemail@jten. mil

IMPORTANT NOTE: If JKO created a User’s account because the User did not have a CAC to create their own
account, the EDIPI field in the User’s Profile will be blank. If the User then gets a CAC and logs into JKO with that CAC,
the LMS will recognize that CAC for the first time and create a new account for that User. Now the User has two
accounts with training in records in the old one, and not in the new one. If this occurs, the User will have to contact the
JKO Help Desk to merge the two accounts into one.

CIgysi-Js s
Select Organization

Login as User

As the function implies, clicking the Login as User button will actually log you in to the User’s account and see
what the User sees. Click on the Login as User button.

User Name = Primary Organization =

: - J2 Intelligence Cperations Plans and "
Login As User Policy P Student Active

View Desktop 1486

You will land on the User’s My Training Tab. You will essentially be that User when you use this functionality,
as indicated by the Welcome text highlighted at the top left of the image below. You will have all the functionality that
the User’s role allows. For example, you can go into the User’s Profile and make changes, go to the Course Catalog Tab
and enroll the User in a course, launch a course from the User’s My Training Tab, withdraw a User from a course, and
any additional functionality available to that User.
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Welcome, KENDRA SMITH Return To Your Desktop | J2 Intelli Operations Plans and Policy Version 9.5 PA-9 Profile Help Logout

e b = -
Y JOINT=CHIEFS-OF STA P - - e P INTE

e

My Training Course Catalog Certificates Community SGST VCLASS

2 Refresh

My Training

Alerts

Joint Staff Required Training 05/03/2020 - 09/30/2020

Your annual JS required training will be assigned next week. You have until 31 DEC to complete the training. If you have any questions on this training, please contact your Directorate Training Coordinator. Remember,
you must belong to a Joint Staff Organization in your Profile o receive the training. view

* Denotes a System Alert

Training Information

Welcome to the Joint Staff training site. Please see important tips below.

< Ensure your Profile is always up to date with the correct contact information. You must have access to the email address in your Profile if you want to reset your Password.
o SEJPME-US001 is now a Curriculum. You ¢an find it in the Course Catalog under the Curriculum Tab.

Elective Training -

[Search Sort by: Expiry Date | Name
Status: Enrolled
Launch ARNJ7-US048 status Date: 05/15/2020
- i i Enroliment Expiry Date:
Withdraw Crime Prevention (1 hr) 0711412020

Student Tools X

To return to your account, select the Return to Your Desktop link at the top of the page; highlighted in Yellow.
Do not just close the window or click the Back button on your browser.

When the LMS returns to your account, you will land on the My Training Tab. If you want to return to where
you left off, you will have to go to the System Administration Tab, User Management Gadget.

View Desktop

The View Desktop function allows you to view the User’s Assigned Training, Elective Training, and completed
training. Itis a helpful at-a-glance view of the User’s current course enrollment status. Click on the View Desktop
button to open the new work space.

User Name ¢ Primary Organization ¢

SMITH, KENDRA
- - 1466 J2 Intelligence Operations Plans and Student Act
~ Login As User View Desktop Policy uden ive

Assigned Training. Courses listed here are courses that are assigned to an Audience or Organization to which
the User belongs. Since there are no courses displayed in the image below, the User’s Organization has not assigned
any courses, or the User has already completed the Assigned courses. (This User is not a member of an Audience).

Elective Training. Courses listed in this section are courses the User manually enrolled in through the Course
Catalog. For reference, you can see the same course listed here as you saw in the User’s My Training Tab when you
logged in as the User in the previous section. Only Enrolled courses are listed here.
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Training History. Courses listed in this section are courses the User has passed. The view displays to the
Passed Tab. If you select the All Tab, you will see additional courses that the User was enrolled in, but did not
complete. Those courses will display with a Status of Dropped.

WS_ SMITH, KENDRA*

Search Sort by: Due Date | Name | Source
- -
Search Sort by: Expiry Date | Name
Status: Enrolled
ARNJ7-US048 Status Date: 05/15/2020
Crime Prevention (1 hr) g?,ﬂ}%z%‘ =y B

KENDRA SMITH Training History

Shown below are all learning/training activities in which you have been enrolled in the past.

® Show Individual Courses Show Curricula @ Transcript
[ - 0

Clear Search

Results per Page: (19 @

Prefix - Course Number & Primary Instructor o
JS-US007 {.gexl] | Antiterrorism Awareness Training (2 hrs) - Test 9-4-4 upload new version Web Enabled 06/24/2019 a
JS-US007 :.gev\:;l]mntilerrorism Awareness Training (2 hrs) - Test 9-4-4 upload new version Web Enabled 07/08/2018 Q
JS-US007 :.ge:;l]mntilerrorism Awareness Training (2 hrs) - Test 9-4-4 upload new version Web Enabled 071212016 Q

|

To view a Transcript with details of all the User’s completed training, select the Transcript icon @ on the right
side of the page. Use your browser tools to download, Save, or Print the Transcript.

ONLINE TRAINING TRANSCRIPT
Generated:05/15/2020 11:37
Student Name: Kendra Smith
Organization:  J2-l0 - J2 Intelligence Operations Plans and Policy

Course # Course Name: Status  Status Date

JS-Usoo7 Level | Antiterrorism Awareness Training (2 hrs) - Test  Passed 06/24/2019
9-4-4 upload new version (gwy)

JS-Uso07 Level | Antiterrorism Awareness Training (2 hrs) - Test  Passed 07/09/2018
9-4-4 upload new version (gwy)

JS-US007 Level | Antiterrorism Awareness Training (2 hrs) - Test  Passed 07/12/2016
9-4-4 upload new version (gwy)

Course # Course Name: Status  Status Date

Manage User Settings

You have the ability to Deactivate and Activate User accounts, as well as assist Users in resetting their Password
using this functionality.
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Settings - User Name : Primary Organization =

SMITH, KENDRA
A I Login As User  View Desktop 1486

J2 Intelligence Operations Plans and Student Active
Palicy

Click on the Manage User Settings icon  in the far left column to open the Manage Settings window. From
here, uncheck the Active check box to deactivate a User’s account. While not common for a Training Coordinator, you
do have the ability to: force the User to change his/her Password upon the next login; help with resetting the User’s
Password immediately by generating a Token now; or requiring the User to update his/her Profile upon their next login.
Make any changes and select the Save button. Again, these are not common tasks you will perform. The most
common use you will have here is to reactivate a User’s account should they deactivate it by three failed login attempts
with their User Name and Password.

Manage Settings

MLLELFNDRA

Require user to change password upon next login

Resel user password nove

Require usy ofile information upen next login

Cancel

Organization Maintenance Gadget

We discussed that Organizations and Audiences are the primary means to deliver training to groups of Users.
By being a member of either, training may be assigned through the Course Associations Gadget in the Training
Management Tab, and tracked and reported using any of several reports in the Report Builder Tab. Similar to the
Audience Maintenance Gadget, the Organization Maintenance Gadget provides you the interface to create and edit
Organizations, and add Users to those Organizations. It is also where you create Training Information, which was
discussed previously here. Click on the Expand icon/# to open the Gadget.

In your view of the Organization Maintenance Gadget, you will only see your Organization and any of your sub-
Organizations. Based on your permissions, you do not see any of the hundreds of other Organizations. To see an
expanded view of your Organization, click the black triangle next its Name. You can also locate an Organization using
the Search Field or the black arrows next to Organization Names to expand and contract the view.

}JOIN—PGH[EFSAOF STA A - P

My Training Course Catalog Certificates Community Community Management ~ System Administration aining Management Report Builder SGST VCLASS

ShowHide Gadget

System Administration

Alert Management

Audience Maintenance

User Management

T DCTo T [T Cra i quonal Structure. Left click any node to ecit or deactivate that node:
Add Organization

Search  Clear Search

- B(gs) - Joint Statt
(RSP VERLRiE
b LS J2)-ds U2
PSS -IS IS
b (JSJ4)-JS I8
b S IE)-JS IS
» L (4SJ6)-JS U6
b S IT)-JS 9T
) (4SJ8)-JS U8
(4S8 J9) -JS I8 L '-
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Create an Organization. To create an Organization, click the Add Organization button to expand the work space
and display the details input fields on the right side of the page.

Search

Organization Maintenance ®

Shown below is your organizational structure. Left click any nede to edit or deactivate that m

Add Organization

Clear Search * Indicates required fields

- (JS) - Joint Staff

v L (J8J1) -8 J1
E(J1-M).- J1 MILSEC-FO
E(J1-RA) - J1 RA

v [(J8J2)-J8J2 Description:

[2(J2-WS) - J2 Warfighter Support and Integration
(J8J3)-JS8J3
(48 J4) - JS J4
(4S8 J5).- J8 J5 Drop Threshold:
(4S8 J8) - JS JB Allow
(48 J7).- 8 J7 Allow Profile

(JS8J8)-J8J8 Active. &
cance!

System Administration

Please enter/edit organizational information below. If you are adding a new organization, it will be added as the last child of the parent
organization you select below

* Code: JS J9
* Name: JS J9

Application Title JS J9
Parent Organization: JS Select Organization

Contact Email

Fail Thresheld.

nrop | Unlocked
hanges Unlocked

Fill out the required fields as indicated by the asterisk in the work space:

Code. Code is the text in between the parenthesis that appears next to the left of the Organization
Name in the list of Organizations. Code can be anything, but is usually determined by each Command,
or Organization’s own naming conventions.

Name. Enter the Name of your Organization.

Application Title. Application Title is the text that appears in your browser’s window Tab when you
open a website. When the Joint Staff Organization was created, we entered “Joint Staff” into the
Application Title field. “Joint Staff” now appears as the title of this window when we are a member of
the Joint Staff Organization. Optional.

Parent Organization. The default selection of Parent Organization is the Organization you belong to.
You can only create Organizations subordinate to your own Organization. For example, if you need to
create the J1 Organization, JS would be the parent, so you do not need to change the default Parent
Organization selection; J1 is subordinate to JS. However, if you are creating Organizations that go
several levels deep, you will need to pick a different Parent Organization. For example, if you need to
create J1-MILSEC, it would be subordinate to J1. Therefore, you would select J1 as the Parent
Organization.

Description. Optional.

Contact Email. Optional.

Fail Threshold. Not used.

Drop Threshold. Not used.

Allowed to Join/Drop. You may restrict entry into an Organization by locking it. In most cases,
Organizations remain unlocked. If you choose to lock the Organization, an additional field opens that
requires you to enter a Join/Drop Lock Message which will display to Users who attempt to join this
Organization in their Profile. The message you create should include clear instructions to the User on
steps to join the Organization. If approved, a privileged User must then manually add Users to the
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Organization, as described below in the section, and here and here. This could take significant manual
effort if there are many potential members of this Organization.

e Allow Profile Changes. By locking the Profile, Users will not be able to make changes to their Profile
when they are a member of this Organization. If you choose to lock the Profile, an additional field
opens that requires you to enter a Profile Lock Message which will display to Users who attempt to
edit their Profile. The message you create should include clear instructions to the User on steps to take
in order to change their Profile. Again, any time you limit access, it will require additional work on your
part to ensure Users get where they need to be.

e Active. Check this box to activate this Organization once it is created. Being Active means it is
displayed and available to join in the Organizations section of the Profile.

Once you have created the details of the Organization, select the Create button, and then Continue in the
confirmation popup window. If there are any errors, an Error Message will display, and you will not be able to create
the Organization until you correct them. You will now see the new Organization on the left side of the Organization
Maintenance Gadget in the Organization tree, as displayed in the image below.

Note: The folder icons in the image below indicate that the Organization contains sub-Organization(s). Click
the black arrow to expand and see the sub-Organization(s).

System Administration

Organization Maintenance )

Shawn below is your organizational structure. Left click any node to edit or deaciivate that |
node. Training Infermation

Add Organization
Please enter/edit organizational information below. If you are adding a new organization, it will be added as the last child of the parent
organization you select below.

Organization: (JS J9) JS J9 , Mode: Edit

Search Clear Search * Indicates required fields
= Gode JS J9
« #(J5) - Joint Staff * Name S J9
b (S J1) - JS I
Application Title: JS J9
JS J2)-JS J2
» S .12) Parent 0 JS_ SelectO)
b JS J3)- IS J3
v LSS J4) - JS Ja Descrition:
b (4S5 J5)- JS J5
b LUJSJB)-JS JE Contact Email
b IS JT) - IS JT
. o Fail Threshold:
(U5 J9) - JS U8 Drop Threshold
Allowed to JoinDrop | Unlocked -]
Allow Profile Changes Unlocked -]

Active: &
save Gancel m
—

Add Users to an Organization

There is more than one way, in more than one location in the LMS, to add Users to an Organization. To add
Users through the Organization Maintenance Gadget, click on the Organization Name in the Organization tree on the
left side of the page, and then select the Show Users button, as outlined in the Blue box on the image above. The
window will expand and you will see any Users currently in the Organization (none currently, since you just created it),
and the option to add Users. Click the Add User button.

Add User

Number of Records: 0
Name @ Organization Type ¢
No records found.
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In the WS_Add Users To Organization work space that opens, use the Users Search area to enter criteria to
locate and select User(s). You should be getting familiar with how to search for a User at this point, as we have
discussed it twice previously, here and here.

Enter your search criteria and select the Search button. In the Search Results that display, choose the User you
want to add to the Organization by clicking on the green Add icon. @ The User you selected will move to the top of the
page. If required, you can continue searching for additional Users in this open work space and selecting them until you
are done.

You have the option to save as the User’s Primary or Secondary Organization. Most Users only have, and need,
a Primary Organization. Select the Save as Users Primary Org button.

WS_ Add Users To Organization *

Add Userls) - JS Jg
Please use the User Search tools below to build a list of users you wish to add to this Org. When your list is complete, click the "Save as Users Primary Org” or "Save as Users Secondary Org" button to add those users to the Org.

Users to be Added

User Name ¢

Q TAYLOR, MACKENZIE Student Ur Active
I Save as Users Primary Org I Save as Users Secondary Org

Users Search

First Name mack Last Name: taylor User Name:
EDIPI: Roles: Select Role.. E Status: Active a
Primary Organization Select Primary Organization Include Unassigned Users: ¥
Secondary Organization: Select Secondary Organization
Email Account Type: | Select Account Type. ﬁ
Pay Grade Select Pay Grade... ﬁ Branch of Service: | Select Branch of Service. . ﬁ

Search Clear Fields

Search Results
Please select the users you wish to add and click the "Select Users” button. The users you've selected will populate in the "Users to be Added" table at the top of this screen

Number of records: 1 Results per page: 10 i@ | Add All

User Name ¢ Primary Organization ¢

[#] TAYLOR, MACKENZIE Student Unassigned Active

To edit a User’s Profile and add him/her to an Organization, click here and here.
Training Information

As previously discussed here, Training Information appears in the Training Information Gadget on the My
Training Tab, and is specifically directed to Users in your Organization only. LMS Users outside of your Organization will
not see this information. Users will only see the Training Information Gadget if they belong to your Organization in
their Profile. If you do not create any Training Information for your Organization, the Gadget will not appear.

To create Training Information, click on the Organization Name in the Organization tree on the left side of the
page, and then select the Training Information Tab, as outlined in the blue box in the image below.
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Organization Maintenance

node.
Add Organization

*- Indicates Inttive Grganization

Search Clear Search

« #(JS) - Joint Staff
v L(dS J1)- JS J1
b 1(dS J2)- U8 U2
v (IS J3) -JS I3
b (JS Jd)- JS J4
v [ (JS J5)-JS J5
b (JS JB)- JS J6
» (I8 J7) - JS JT

Shown below is your organizational structure. Left click any node to edit or deactivate that |

System Administration

Details Training Information ‘

Please enter/edit organizational information below. If you are adding a new organization, it will be added as the last child of the parent
organization you select below.

Organization: (JS J8) JS J9 , Mode: Edit

* Indicates required fields

= Code: JS J9
= Hame: JS J9
Application Title JsJ9

Parent Organization: JS Select Organization

Description:

Contact Email

Fail Threshold

Drop Threshold:
Aliowed to Join/Drop  Unlocked

Allow Profile Changes Unlocked [~]
Acive v

Save Cancel Show Users

In the work space that opens, begin typing into the text box. Check the Active check box to activate this
Training Information. You can keep it inactive until you are ready to activate it. When complete, select the Save

button.

Organization Maintenance

Add Organization

*- Indicates Inaciive Organization

Search Clear Search

» #(JS) - Joint Staff
b S J1)-JS J1
v (JSJ2)-JS J2
b (JS J3) - JS J3
b (JS J4) - JS J4
» L(JS J5) - JS JE
» L(JS JB) - JS JB
b LS IT) - IS JT
v [ (JSJB)-JS J8
Z(JS J9)-JS J9

System Administration

Shown below is your erganizatienal structure. Left click any nede to edit or deactivate that '
node. ‘ Details ‘ Training Information

Manage My Training Text - JS J9JS J9

B J Uokex x T-TH-Tg T
Attention all J9 Members:

cEleEEssss =E%

B8 [

The suspense for J$§ required training is 18SEP. Your training appears in the Assigned
Training Gadget below. Click on the Enroll button and then Launch the course(s).

If you have questions, contact me at DSN 888 555 5555.

Gancel

Note: If your Parent Organization also has Training Information, the Parent trumps the sub-Organization. For
Example, the top-level Joint Staff Organization has Training Information, so Users in Joint Staff — J9 will not see the

Training Information we just created. We would have to inactivate the Parent Organization’s Training Information for

the sub-Organization’s to show.

The Training Information you entered will now appear in the Training Information Gadget on the My Training

Tab to all members of the J9 Organization.
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Return To Your Desktop | JS J9 Version 9.5 Profile Help Logout:

) JOINTACHIEFS-OF STAFEI N W o

h:“,‘,ﬁ

My Training Course Catalog Certificates Community SGST VCLASS

Z Refresh

My Training

Training Information

The suspense for JS required training is 18 SEP. Your assigned training appears in the Assigned Training Gadget below. Click on the Enroll button and then
the Launch button to begin the course(s).

If you have questions, contact me at DSN 686-555-5555.

Elective Training

Search Sort by: Expiry Date | Name
Status: Enrolled
Resume Js-Usoo7 Status Date: 08/22/2019
Withdraw Level | Antiterrorism Awareness Training (2 hrs) - Test 9-4-4 upload new version (gwy) 53,’;1'/'%92%' Expiry Date:

Student Tools X

Edit an Organization

To edit the details of an Organization, an Organization’s parent, add User’s to an Organization, or edit an
Organization’s Training Information, locate it in the list of Organizations in the Organization Maintenance Gadget.
Click on the Organization’s name to open the work space on the right side of the screen. Make any changes you want
and then select the Save button.

You have now created, added Users, added Training Information, and edited an Organization.
LMS Data Maintenance Gadget

The LMS Data Maintenance Gadget currently contains one option: Import Organizations. This option allows
privileged Users the ability to create large and complex Organizations with many sub-Organizations by uploading a
specially formatted .csv file directly into the LMS. We recommend you contact JKO before ever using this option.

To prevent accidental use of this Gadget, we recommend keeping it hidden from view in your System
Administration Tab. If it currently displays, select the Remove icon|% on the far right side of the Gadget.

Training Management Tab

The Training Management Tab consists of six Gadgets. This Tab focuses on all functions relating to creating and
managing courses, curricula, assignments, and User course records. The six Gadgets are:

e Course Management

e Course Associations

e Course Learning Category
e  Curriculum Management
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e Training Locations
e Courses | Teach/Manage/Administer

3 JOINTACHIEFSZOF S e

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Show/Hide Gadgets

Training Management

Course Management
Course Associations

Course Learning Category.

Curriculum Management e
Training Locations + 2
Courses | Teach/Manage/Administer + 7

Course Management Gadget

The Course Management Gadget provides the ability to create courses in the LMS and to manage all aspects of
those courses. The course list in this Gadget is an enterprise view, vice just those courses associated or scoped to a

particular Organization. Also, the course list is comprehensive of all courses for which completion records are retained

in the LMS. In other words, you will see courses in this Gadget that are not displayed in the Course Catalog. Don’t

assume that a student can see a course in the Course Catalog simply because you see the course listed in the Course
Management Gadget. For a course to be visible to students in the Course Catalog, it must have an active version that
has at least one active section in which students may enroll. More on that later.

Your primary tasks in this Gadget will be to locate a particular User in a particular course, and view or edit that

User’s record. We will discuss actions you can take in detail later in this section.

OINT TRAINEX

My Training Course Catalog Certificates Community Community Management System Administratior Training Management Report Builder SGST VCLASS

Show/Hide Gadgets

Training Management

Course Management ="

Shown below are all the Courses currently in the system. Click on the Name of any Course to view/edit the details of that Course. Please click the "Create New Course" button to create a new Course. Please maximize this
gadget for more options.

Create New Course

Number of Records: 69 _Clear Search ¥
Export Detail To: &

Actions
AFR -CMD-CR-010411B USAFRICOM - RJITF: West Africa Seminar VZ=Q
AFR -CMD-CR-060611A USAFRICOM - RJITF: West Africa Seminar Ve=Q
AFR -CMD-CR-060611B USAFRICOM - RJITF: North Africa and the Mediterranean Seminar VE=Q
AFR -CMD-CR-060611C USAFRICOM - RJITF: Southern Africa Seminar V2O
AFR -CMD-CR-062810 ASTC 15: 1 i Di ion and i i VeoQ
AFR -CMD-CR-122210 USAFRICOM - £ Series VE2Q
AFR -CMD-CR-200411A USAFRICOM - RJITF: East Africa and Horn of Africa Seminar U=Q
AFR -CMD-CR-200411B USAFRICOM - RJITF: Central Africa Studies Seminar U2=Q
AFR -CMD-CR-200411C USAFRICOM - RJITF: Africa Studies Executive Course ee= @
AFR -CMD-RM-101 g HEr=Q
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The default view of this Gadget displays courses in alphabetical order by Course Prefix, and then by Course
Number. So, in the view above, AFR (AFRICOM) courses are listed first, and then sorted by Course Number.

Use any of the search or sorting tools available to locate a course:

o Prefix drop-down menu. Choose a Prefix in the list to only display courses with that Prefix.

e Number and Title search fields. Enter a partial or complete Course Number, or word in a Title, to
display courses matching that criteria. To clear your search entries, select the Clear Search link.

e Sort arrows next to the Prefix, Number, and Title column headers. Use any of the sort arrows to
display that column from A-Z, or Z-A if you click the sort arrow again.

e Pagination buttons. Use the pagination numbers or arrows beneath the list of courses to jump to or
advance to next or previous pages.

Once you locate a course, there are several actions you can take, which we’ll go through below. Don’t get
overwhelmed by amount of information and icons displayed in this Gadget. The majority of the functionality available
is used by courseware developers to create courses, tests, and other administrative control measures. We will focus on
the tasks you can use to assist members of your Organization.

Course Management Actions. Once you have located your course, you may perform any of the Actions
described below. These Actions icons[4) & = @]are available in the Actions column to the right of the course name,
and are described below in the next four sections.

e Manage Sections 4}

e Manage Tests [+

e Manage Course Emails
e Search Enrollment &

Manage Sections |42 = Q

The Manage Sections function allows privileged Users the ability to create and edit course sections, as well as
Manage Enrollment, Manage the Gradebook, and Manage Section Emails. These tools are primarily used by
courseware developers, and unless you are creating your own course, you will not use the majority of this functionality,
even though we are going to describe it below. To open the WS_Manage Sections workspace, click on the Manage
Sections icon. ¥}

Terminology:

Section: For a web-based course, a section is an administrative unit, or tool, used to group up to 999
enrollment records. There must be an Active section in a course for the course to be available for enrollment. A
section contains enrollment records that you can access to view or edit; called a Gradebook. For a Classroom, or
Resident course, a section is the actual date and time the instructor-led course will occur, and contains as many records
as Users who enrolled in that section of the course.

Gradebook: A Gradebook is a User’s course record; a detailed look at the individual lessons of a
course, and the User’s progress through that course. You can open a User’s Gradebook to manually pass Users through
lessons, or the entire course. We will describe in detail actions available to you in the Gradebook later in this section.

The image below displays two sections for a web-based course. They are both Active (as indicated by the
highlighted Active Tab) and available for enroliment.
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WS_ Manage Sections*

Manage Sections J3T - A-US1329

SERE 100.2 Level A SERE Education and Training in Support of the Code of Conduct (FOUQ) (4 hrs)

version: 3 @ Version Stalus: Actve  Fiscal vear 2020Q) | APPIy Filters

Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the 'Add a Section' button to create a new section.

Add a Section

Inactive ” Completed H Cancelled ‘

Section No. ¢ Instructor ¢ Start Date ¢ End Date ¢ Admission Type Track Enroliment Enrollment Actions
001 Web Enabled 12/30/2019 06/17/2021 Rolling Yes 67999 4 Show Tools
002 IWeb Enabled 05/03/2020 05/03/2025 Rolling Yes 0/999 ‘ B I Show Tools
—

Section Management Actions. Once you’ve clicked the Manage Sections icon 4} and opened the WS_Manage
Sections work space, there are additional Actions available to you in the Actions column:

e Manage Section Enrollment ¥

Clicking on this icon opens the WS_Section Enrollment work space, where you can view detailed information on
Users in any state of enrollment in that section. Click on the drop-down menu in the Status column to specify what
type of enrollment records you would like to display: Enrolled; Passed; Dropped; All; etc. Additional actions you can
take from this work space include:

o Enroll Users into this section by selecting the Enroll New Student(s) button and locating a User through
the User Search interface.

o View and edit each Users’ Gradebook by selecting the Gradebook icon in the far i@ right column. This is
one way to get to a User’s Gradebook. The other is through the Search Enrollment function, which we
describe later in this section here.

o Select the Add icon in the far |4 left column next to a User’s Name to open additional functionality
including: Move; Drop; Extend; Waitlist; or Pass a User through a course.

o Click on a User’s Name to open a User Information popop window to view the User’s administrative
details.

WS_ Section Enrollment*

Manage Enroliment - J3TA-US1329
SERE 100.2 Level A SERE Education and Training in Support of the Code of Conduct (FOUO) (4 hrs)

ection: 001
nstructor.

Shown below are all students currently enrolled in this section. You may select one or more students to move to another section, drop from this section, or extend the expiration date. To enroll additional students, please click on the "Enroll New
Student(s)" button

1
Enroll New Student(s) I
|

Current Enrollment ]

Number of records: 6
Export Detail To: E &

Results Per Page’ (10 @

@ Add Al Lk — i - eated Date olled Da piration Da
Enrolled ﬁ
ks SPARTANS, NSU I NSU.S Enrolled 03/27/2020 03/27/2020 03/27/2021 Non-CAC Users "
+ SOLANO DIAZ, ELI 158 Enrolled 04/25/2020 04/25/2020 04/25/2021 "
US Army Space
ok OTUNBA, STEVE SOSA Enrolled 04/07/2020 04/08/2020 04/08/2021 and MISZ\leD "
ol MIKE, TERRELL M. TERRELL.M Enrolled 01/27/2020 01/27/2020 01/26/2021 @
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e Manage Section Gradebook ig

Clicking on this icon opens the WS_Section Gradebook work space, where you can view more Gradebook-
specific information for this section, including Last Completed Test, Lesson, and Assignment Dates, in addition to
Course Expiration Dates and how many Days Remaining for each User until expiration. You also have the Gradebook
icon which takes you to the User’s Gradebook, just like it did through the Manage Section Enrollment icon as described
above.

e Manage Section Emails

Clicking on this icon opens the WS_Manage Section Emails work space, where you can customize emails for this
section. Unless you are creating your own course and your own sections, you will not customize any of the standard
Section Emails.

Manage Tests 2|2 @

The Manage Tests function allows courseware developers the ability to create and edit tests for web-based
courses. Unless you are creating a course, you will not perform any functions here. Clicking on this icon opens the
WS_Test Management work space, where developers create all test content.

WS_ Test Management®

Import Test Bank

Course Structure L Test Work Area: BETA-US1329
« «, Bug 1329 Survey Only Course
(L d) R Test Properties Test Content Dependencies ‘Stories
[ Introduction

11l Survey
|| Completion The lesson selected is nat associated with 3 test.

Create Test

Manage Course Emails 43 (=@

The next Actions icon available to you in the Course Management Gadget is Manage Course Emails. As with
some of the previous functionality described in this section, you will not use this functionality unless you are creating a
course. The LMS automatically sends out system-generated emails to Users who execute certain actions. For instance,
when you enroll in a course, you will receive a generic system-generated email welcoming you to the course. Course
owners can edit that generic system-generated email and customize it for their purposes. To open the WS_Manage
Course Emails work space, click on the Manage Course Emails icon.

WS_ Manage Course Emails*
Manage Course Emails
J3T-US1329 SERE 100.2 Level A SERE Education and Training in Support of the Code of Conduct (FOUQ) (4 hrs)
Shown below are all emails availabie for this course. You may disable any emails that you do not wish to use for this course. You may also customize any of these emails far this particular course. Emails that are enabied will only be sent out if they are
ot disabled at the section or system level
Enabled Description
Assignment Due 1 Day Warming This email is sent lo wam that an assignment ts due in 1 day Fd
| Assignment Due 10 Day Warming This email is sent to wam that an assignment is due in 10 days FA
Assignment Due 30 Day Waming This email is sent lo wa that an assignment s due in 30 days z
| Auto Unlock Test Email This email is sent after a course lest has baen unlocked £
| Course 15 days Expiration Warning This email is sent when a course is going 1o expire in another 15 days Fd
| Course 30 days Expiralion Warning “This email will be sent when there is 30 days left s
Course 5 days Expiration Warming “This E-mail is sent to students with 5 days remaining in their enroliment 7z
Course Starting Notification This email is sant when & section starts. s
| Dropped Notification This is email is usad to nolify expired users that they were dropped Fd
] Enrollment Notification - Course Welcome This email is sent when a user registers for a course. Fd j
Enroliment request notfication “This email will be sent when a student requests enroliment in a course. z
Expiration Date Extension Notification This is the email students will recieve if their expiration date is extended z
| Graduation Notification Graduated 74
| Moved Envoliment Notification This email s sent 1o students who have been moved 1o another section. sz 1
No Show Sen 1o students who were dropped because they did not acknowledge their enrollment z
Unsuccessful Completion of Course “This email will be sent when a student fails to complete a course successfuly. Fd
“ | Waitisted Notiication This email is sent o students who have been wailisted for a course 74 |
3 L el sk e e ——
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Search Enrollment 43 Q]

As a Training Coordinator, the Search Enrollment function is the capability you are most likely to use in the
Course Management Gadget to find a specific User’s record in a specific course. You have already been introduced to
the User Search function, so you are very familiar with how to find a User. In this section, we will describe how to
locate a User, open his/her Gradebook, and manipulate course records when necessary. Click on the Search
Enrollment icon @ to open the WS_Search Enrollment work space.

In the work space that opens, you will see the familiar User Search area on top, and a default list of all Users
currently enrolled in this course in the Search Results at the bottom.

WS_ Search Enroliment®

ourse Enroliment Search - J3TA-US1329

ERE 100.2 Level A SERE Education and Training in Support of the Code of Conduct (FOUO) (4 hrs)

User Search
z lelds below 1o locate one of More user enroliments for this course.

Use E
First Name: Last Name. User Name EDIPI Roles: Status

Select Role. [~ N - |

Primary Organization: Select Organization
Include Unassigned Users: v
Secondary Organization: Select Organization
Email ‘Account Type: Pay Grade Branch of Service
Select Acount Type... a Select Pay Grade... a Select Branch of Service. a

Search Clear

H

Search Results

Results per page: |10 [

Results Found: 17333

User Name ¢ Status Date Source Org Fiscal Section

Status o Year Version Number

AARON, DAVID Enrolied 08/06/2019 Unassigned
AARON, JEFFREY Enrolled 06/16/2019 Unassigned
ABALO, EKOUE Enrolled 07/18/2019 Unassigned
ABARCA, JOSE Enrolled 0710/2019 Unassigned
ABASS, BABATUNJI Enrolled 06/25/2019 Unassigned
ABATE, ARTHUR Enrolled 09/16/2019 Unassigned
ABBEY, ETHAN Enrolled 08/20/2019 Unassigned
ABBOT, BRYAN Enrolied 08/04/2019 Unassigned
ABBUSHI, JESSICA Enrolied 08/26/2019 Unassigned
ABDALLA, DOMONIQUE Enrolled 06/13/2019 Unassigned
(1 of 1734) | 1 e e el el T

To change the view, or the results of the current Search Results, you can use any of the sort functions or drop-
down menus available. Sort arrows are next to the Name, User Name, and Status column headers. Select once to sort
from A-Z, and then again to sort from Z-A. The drop-down menu in the Status column allows you to only display
Enrolled, Passed, Dropped, All, or any other enrollment status you wish. If you wish to view results of Users in specific
Fiscal Year, Version, or Section Numbers, you may choose any of those from the drop-down menus in those columns.

As an example, to search for a specific User from one of your Organizations in this course, use the search fields
in the User Search area to enter search criteria. Leave the Organization selections as is, and uncheck the Include
Unassigned Users check box since you know the User you are searching for belongs to one of your Organizations. This
way, you don’t return thousands of unnecessary results belonging to Unassigned Users.
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Gradebook

Once you locate the User you are looking for, you can select the Gradebook icon @ in the far right column to
open the WS_Gradebook work space. The work space opens to display Course Information, an Update Log, and a
Gradebook section. We will go over each section next and show what functions are available to you in each.

Course Information. This section displays course administrative information. As you can see from the image
below, the course Status for this User is Enrolled. By clicking on the Status drop-down menu, you have other options
available to immediately change the Course Status to, including Passed, Dropped, or Unsuccessful completion.

WS_ Gradebook®

AUS1329: SERE 100.2 Level A SERE Education and Training in Support of the Code of Conduct (FOUQ) (4 hrs)
Total Time Spent: 7 hours 21 mins

Total Score:
Course Information (]
Student Name: JACE BROWN Start Date: 12/30/2019
Student Phone: Expiration Date: 05/07/2021
Status: Enrolled [-] Gompletion Date:
Course Section; 001
Primary Instructor

Passed Course Mastery

Seore:

Secondary Instructer:
Comments Unsuccessful completion
Dropped
Enrolied

Requires test review

To change a User’s Status from Enrolled to Passed, select Passed in Status the drop-down menu. An additional
field will then display, which requires you to select a Reason you are manually passing this User through the course.
Select a Reason from the drop-down menu. If you need additional space to clarify your Reason, or want to add
additional comments, add them to the Comments field. Once complete, select the Save button.

WS_ Gradebook®

A-US1329 SERE 100 2 Level A SERE Educatien and Training in Support of the Code of Conduct (FOUO) (4 hrs)
Total Time Spent: 7 hours 21 mins

Total Score:
Course Information [
Student Name: JACE BROWN

Student Phone:

status: Passed [-] Start Date: 12/30/2019
Reason: */_ Select Reason - D - | Expiration Date: 05/07/2021

Completion Date:
Career Info on

Ceriificate] - Select Reason - Course Section: 001
Course Mastery
Manually passed via instructor override Score:

Primary Instructor| Tested out

Secondary Instructor:
Gomments Passed all tests

Passed all tests and assignments

Your changes are now saved. Notice that the Completion Date defaults to the date you edited the record. If
you are required to change that date, click on the Completion Date link to open a Calendar. Select a new (past) date,
add mandatory Comments, and then the Update button.

Edit Completion Date (SERE 100.2 Level A SERE
Education and Training in Support of the Code of
Conduct (FOUO) (4 hrs) Section 001)

Course Information

Student Name: JACE BROWN

Student Name: JACE BROWN
Student Phone:

Gurrent Complefion Date:

New Completion Date: = 05
Stizi[Passed Sl F IPETANE User bassed an acceptable course
Reason: *fanually passed via instructor overridel) Expiration Date; 05/07/2021

Gompletion Date: 05/19/2020 Comments: substitute on 01 MAY 20.
Certificate:
Course Mastery
Score:

Primary Instructor
Secondary Instructor.
Comments
User passed an acceptable course substitute on 01
MAY 20

[ .
=N SwTwr ot s
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The User’s record has been changed to Passed, with a Completion Date of 05/01/2020.

Update Log. The Update Log contains information on updates made to a Lesson Status of a User’s record by a
privileged User. Information includes the Date and Time the change was made, a Description of the Change, and the
User Name of the person who made the change.

Update Log

Results Per Page: (10 [

Description Changed By
05/19/2020 04:23 Captivity Resolution - Lesson Status changed to Complete JACQUE RENAULTTC

Gradebook. As previously described, the Gradebook contains a list of every lesson in a course, and details of
the User’s progress through the course. There are many ways to sort and display the content displayed in the
Gradebook, but since the Lessons displayed, and the User’s progress, is linear, or chronological, there is no reason to
change from the default display. Important data to point out in the Gradebook includes:

e Lesson/Test Name. These Lesson Names correspond to the Lesson Names in the Table of Contents
within the course.

e Lesson Status. Lessons are either Not Attempted, Completed, or Incomplete.

e Objective Status. Generally the status is either Satisfied, or Not Satisfied. This means the User has
either Passed through the content, Lesson, or test, successfully, or not.

e Test Status. Status is either Not Attempted, Passed, or Failed. If a Status is Passed or Failed, there will
be a link you can click to open a display of the Questions the User answered correctly and incorrectly.

e Achieved Score. This is the actual score the User received on a test.

e Passing Score. This is the score that the course owner set as the Passing Score.

e Start Date, Completion Date, Last Launched Date. Date and Time for each of those events.

. b e .

e Time Spent. The User’s time spent in that lesson.

Lessons and Testdi HE
Apply Filters Clear Filters Resulls Per Page: (10 @l
Lesson/Test
s L Status © Test Statu i i
Name il usT_ Objective Status - 57 Achleve;l SCOre  pacsing Score ¢ Start Date ¢ cumplel;on Lo Lastl:l'.aat:r!;:hed Time Spent ¢ Test Source
Preparation and assed i -
Planning P o | Sbjective not 05/07/2020 18:32 | 05/07/2020 19:24 | 05/07/2020 1924 | 02:48:33 .
Capabilities
Survival passed Objective not . . . 02:54:21 &
Capanities o | S 05/07/2020 19:24 | 05/07/2020 20:43 | 05/07/2020 20:43
Evasion passed Objective not . § § 03:49:22 )
Capabiities o | gopeci 05/07/2020 20:43 | 05/07/2020 22°26 | 05/07/2020 22:26
Resistance to passed Objective not ; ; ; 03:12-19 &
Explofiation ~ | S 05/07/2020 22:26 | 05/07/2020 23:30 | 05/07/2020 23:30
Captivity completed Objective not : . . 00°00:09 &
S L | gofect 05/07/2020 23:30 | 05/19/2020 16:23 | 05/19/2020 16:23
1solated
Personnel NC[A[[emplEd OD\EC[I%E not 00:00:00 &
Support to
ey Sel to Not Attempted
Summary Not Attempted [§ Set to Completed 00:00:00 L
Set to Incomplete
Post Test Update Status for Attempted & 00:00:00 5 | Test Engine
Ultiple Lessons
Civilian Not Attempted . 00:00-00 5
Completion Satisfied
3
—
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Update a Lesson

To update a Lesson, right-click on the Mouse icon " next to a Lesson in the Lesson Status column. A menu will

display, as shown in the Blue box in the image above. To change the current Lesson Status, simply choose another one.
Your changes will display in the Lesson Status column, as well as in the Update Log, as described above.

Update Multiple Lessons

To update multiple Lessons, right-click on the Mouse icon  next to a Lesson in the Lesson Status column, as
shown in the previous image. In the menu that displays, choose Update Status for Multiple Lessons. The Update
Lesson Statuses window will open, as shown below. From the drop-down menu, choose a Status to change multiple
Lessons to, including Not Attempted; Completed; or Incomplete. Once you choose a Status, place check marks in the
boxes on the left side of the window next to the Lesson Names you want to change. When complete, click on the Save
button. Your changes will display in the Lesson Status column of the Gradebook, as well as in the Update Log.

Update Lesson Statuses e

Set Lesson Status: §'Not Attemptedl

Not Attempted
Completed

Name < Lesson Status =

Incomplete o ion passed
Pre Test Resulis Not Attempted
Introduction Not Attempted
Code of Conduct Not Aftempted
Preparation and
Planning Capabiliies | NOtAltempted
Survival Capabilities Not Attempted
Evasion Capabilities Not Attempted
Resistance to
Exploitation AR L
Captivity Resolution Not Attempted
Isolated Personnel
Support to Recovery Nat Attempted

Reset

Course Associations Gadget

The Course Associations Gadget is where courses are assigned to Organizations and Audiences. Assignments
made here subsequently display in a User’s Assigned Training Gadget in the My Training Tab, with a Status of
Assigned. As discussed previously, courses are assigned through membership in an Organization or an Audience in
your Profile. There is no other way to receive course assignments.

As with other locations in the LMS for your role, your permissions are scoped to your Organization. For
Organization assignments, you can only assign courses to your Organization and its sub-Organizations. However, there
are no restrictions on Audience assignments. You can assign courses to any Audience in the LMS.

The assignments functionality is robust. You have the ability to assign one-time, reoccurring, and future course
assignments. You can determine specific assignment details, such as Due Dates, length of assignment, when to reassign
the courses if they are reoccurring, and even include one of several exemption types if you want to exclude qualified
Users from an assignment if they have previously completed the course. You have many options when it comes to
assignments, and we will explain them all throughout this section.

Note: Curriculum assignment functionality is currently in development, and not available at this time.
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Click on the Course Associations name, or the Expand icon # to open the Gadget. The default view of the
Gadget is set to the Organization Tab, with your Organization tree displayed. (Maximized view | & below).

" W

) JOINT-ACHI EFS-OF STAFF™

My Training Course Catalog Certificates Community Community Management System Administration Training Management ReportBuilder SGST VCLASS

Training Management

-

Apply Filter  Clear Filter

“- Indicates Insctive Organization.

v 8 (JS) - Joint Staff

5 (S J9)-Js J9 ¥

Organization Assignments. To make a course assignment to your entire Organization, click on the parent
Organization, displayed at the top of your Organization tree. In this case, (JS) — Joint Staff. A work space will open to
the right of the Organization tree, as shown in the image below. You must now make a Business Rule selection:

e ALL USERS. If you choose ALL USERS, every member of the Organization will receive the assignment.

e NEW USERS ONLY. If you choose NEW USERS ONLY, only Users who are currently NOT a member of
your Organization, but join your Organization after you make this assignment, will receive the
assignment.

Training Management

Course Associations ]

o [N
[all Organization: JS-Joint Staff

Apply Filter Clear Filter Status: Active
Business Rule: | salect - I

* Indicates Inactive Organization
Description mocIECtS
~ 3 (JS) - Joint Staff ALL USERS
y SN IS U1 NEW USERS ONLY
» (WS J2)-JSJ2
y (S J3) -JS J3
y (NS J4) -JS J4
y (IS J5)-JS J5
y L (JS J6) - JS J6
» (S JT)-JS JT
y [ (JSJ8)-JS J8
B (JS$J9)-J5 J9 N

-

In this example, we are going to select ALL USERS. Once you make your Business Rule selection, you now have
the ability to add the actual course assignments. To do this, select the Add Courses to this Organization button.
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Apply
Filter

*- Indicates Inactive Organization.

v B (JS) - Joint Staff
» (IS J1)-JS N1
» (IS J2) -JS J2
» (IS J3)-JS J3
» (IS J4) -JS J4
» [1(JSJ5)-JS J5
» (JS J6) -JS J6
» (IS JT) -JS JT7
» [1(JSJB)-JS JB
(J8J9)-JS J9

Clear
Filter

o [P

il Organization: JS-Joint Staff

Status: Active

Business Rule: ‘Al | USERS '
Training required for all users [in the organization].
Description:

v ALL USERS Courses specific to your Organization

Shown below are all courses currently associated to this organization/business rule. To add courses, please click the ‘Add
Courses' button.

I Add Courses to this Organization I Assign Courses from this Organization

Number of Records: 0
Stats
No records found.

Action

Course ID

The WS_Course Search work space opens. Here, you will use either the Prefix drop-down menu, or the
Keyword search field to search for the course(s) you want to assign. Continuing with this example, let’s select JS in the
Prefix drop-down menu. Course Prefixes are in alphabetical order. Now select the Search button to generate a list of

all courses with the JS prefix.

Business Rul

Organization: JS-Joint Staff

le: ALL USERS

Course Search:Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is complete,
please click the 'Save’ button

Courses to be Added

Course Search

WS_ Course Search *

/| Title W] Description

An alphabetical list, by Course ID (Number), displays. Use the sort arrows next to the Column headers or the
paginations buttons at the bottom of the page to locate the course you want to select for assignment. You can display
more than 10 results per page by selecting 25, 50, or 100 from the drop-down menu to the right of the pagination
buttons. Once you locate your course, select the Add icon © in the far left column to move that course to the top of

the page.
Search Resuls:
Please select the courses you wish to add by clicking on the 'Add' button to the left of those courses. The courses you've selected will populate in the 'Courses to be
Added' table at the top of this screen.
Course ID =
[+] JS-0T-1010 OT REQUIRED READING: Event Handbook
[+] JS-0T-1011 OT REQUIRED READING: CJCS Mission Command White Paper
Q JS-0T-1014 OT REQUIRED READING: Quadrennial Defense Review 2014
Q JS -Us002 Joint Staff Privacy Act Awareness (FOUOQ) - (30 mins)
Q JS -UsS003 Joint Staff Counterintelligence Awareness and Reporting (CIAR) (FOUO) - (30 mins)
Q JS -US006C Joint Staff Suicide Awareness and Prevention - Civilian Only - (1 hr’
[+] JS -US006M Joint Staff Suicide Awareness and Prevention - Military Only - (1 hr)
JS -Usoo7 Level | Antiterrorism Awareness Training (2 hrs) - Test 9-4-4 upload new version (gwy)
|ﬁ JS -US009 Joint Staff Operations Security (OPSEC) (1 hr)
Q JS -Uso10 Joint Staff Annual Ethics Training - (1 hr)
of 4 2 4 10 |v
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Once you have added the course and it moves to the top of the page in the Courses to be Added section, you

can choose many different Assignment options. Each subsequent option available to you, from the left side of the work
space to the right, is based on your previous selection, so not all Assignment Types have the same fields and selections.

Organization: JS-Joint Staff

Business Rule: ALL USERS

Course Search:Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is complete,
please click the 'Save' button

| Courses to be Added 1

WS_ Course Search *

Delete Course ID Exemption Period
JS -US009 Joint Staff Operations Security
) (OPSEC) (1 hr)
Learn more about Assignment Exemption Period:
©: Select an exemption period ﬁ
Assigned Date:

Assignment Type: 05/20/2020

Select Assignment Type

Save

Assignment Types. This is the first selection you will make. In the Assignment Types drop-down menu, you have the
following options:

One Time (with Duration). This is a one-time assignment where you dictate how long, in Days, a User has to
complete the assignment once they receive it. When you select this option, the additional field of Initial
Duration (Days) is displayed. You are required to enter a Number into that field. After the User completes the
course, there will be no future assignments.

One Time (with Fixed Due Date). This is a one-time assighment where you dictate the exact Due Date of the
assighment. When you select this option, the additional field of Fixed Due Date is displayed. You are required
to enter a Date into that field. After the User completes the course, there will be no future assignments.
Refresher (with Fixed Due Date). A Refresher assignment is a reoccurring assignment, and automatically
reassigns itself at a periodicity you determine. This Refresher assignment type includes an exact Due Date that
you determine the course needs to be completed for the first time. When you select this option, the additional
fields of Fixed Due Date, Refresher Period (Months), and Refresher Duration (Days) are displayed. Definitions:

o Fixed Due Date. Enter the Date you want the course due the first time it is taken.

o Refresher Period (Months). Refresher Period is how long, in Months, you want to reassign this course
after the last Due Date. For example, if the course is a yearly requirement, the Refresher Period is 12
months.

o Refresher Duration (Days). Refresher Duration is the length of time, in Days, before the next Due Date
that you want the course to be reassigned, or appear to the User in his Assigned Training Gadget.

Refresher (with Completion Date). This Refresher assignment type includes an Initial Duration, in Days, where
you determine the User has to complete the assignment for the first time. It is reassigned based on a
periodicity you determine. The Refresher Period is based on the User’s Completion Date. When you select this
option, the additional fields of Refresher Period (Months), Initial Duration (Days), and Refresher Duration
(Days) are displayed. Definitions:
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o Refresher Period (Months). Refresher Period is how long, in Months, you want to reassign this course
after the last Completion Date. For example, if the course is a yearly requirement, the Refresher Period
is 12 months.

o Initial Duration (Days). This is the number of days you are giving the User to complete the course the
first time.

o Refresher Duration (Days). Refresher Duration is the length of time, in Days, before the next Due Date
that you want the course to be reassigned, or appear to the User in his Assigned Training Gadget.

o Refresher (with Last Due Date). This Refresher assignment type is similar to the Refresher (with Completion
Date), but the Refresher Period here is based on the Last Due Date, not the Last Completion Date. With this
assignment type, you also determine an Initial Duration, in Days, that you are giving the User to complete the
assignment for the first time, and reassigned based on a periodicity you determine. When you select this
option, the additional fields of Refresher Period (Months), Initial Duration (Days), and Refresher Duration
(Days) are displayed. Definitions:

o Refresher Period (Months). Refresher Period is how long, in Months, you want to reassign this course
after the last Due Date. For example, if the course is a yearly requirement, the Refresher Period is 12
months.

o Initial Duration (Days). This is the number of days you are giving the User to complete the course the
first time.

o Refresher Duration (Days). Refresher Duration is the length of time, in Days, before the next Due Date
that you want the course to be reassigned, or appear to the User in his Assigned Training Gadget.

NOTES:

Each of these Assignment Types defaults to an Assigned Date of today. That means that as soon as someone
joins your Organization, they will receive the assignment. Users who are currently members of your Organization will
receive the assignment within minutes. You can change the Assigned Date to a future date if you choose. If you do,
the assignment will automatically appear in the Users’ Assigned Training Gadget on the date you choose.

Users who do not complete their training by the Due Date are not dropped from the course, and the course will
not disappear from their Assigned Training Gadget. However, there will be additional text in the Due Date column that
says PAST DUE. The assignment will remain here until the User completes the assignment, or removes himself from
your Organization from his Profile. If the User had enrolled in the Assigned Course, the course will now appear in the
Elective Training Gadget, where he has the option to Resume, or Withdraw from it.

Exemption Periods. The final assignment selection you are required to make is whether or not to include an
Exemption. An Exemption means that the LMS will give qualified Users credit for completing the course you are
assigning if they have met certain criteria. In the Exemption Period drop-down menu, you have the following options:

e No exemptions. Self-explanatory. No credit given. If the User completed this course yesterday and you assign
it to your Organization today, the User will receive the course assignment.

e Completed ever. This exemption means that if there is a completion record in the LMS for this course at any
time, ever, the User will not receive the assignment.

e Completed since past number of days. With this option, you can specify a number of days prior to the
assignment where you will give a User credit for the course if he has completed it within that number of days.
When you choose this option, the additional field Days: is displayed, requiring you to enter a number.
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e Completed since provided calendar date. With this option, you can specify a past Date prior to the assignment
where you will give a User credit for the course if he has completed it between that Date and the time of your
assighnment. When you choose this option, the additional field Date: is displayed, requiring you to enter a Date.

In the example image below, we have filled out the Assignment Type, Fixed Due Date, and Exemption Period.
Once all your selection are made, select the Save button.

WS_ Course Search *

Organization: JS-Joint Staff

Business Rule: ALL USERS

Course Search-Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is complete,
please click the 'Save' button

Courses to be Added

Delete Course ID Title Exemption Period
JS -UsS009
Joint Staff Operations Security
o lauto Enroll: [] (OPSEC) (1 hr)
. Exemption Period:
Lealér;more about Assignment Assigned Date: Completed since past number of days |
05/20/2020
Assignment Type: mm/ddiyyyy Days: |30
One Time (with Fixed Due Date)i Fived Due Date
12/31/2020
mm/ddiyyyy

Save

You have now assigned a course to All Users of your Organization, as displayed at the bottom of the image
below. From here, you have additional options available. To delete the course assignment, select the Delete icon &3
to the right of the Course Title. To edit the assignment, select the Edit icon ¢ to the left of the Course Title.

Training Management

Course Associations [}

o [
il Organization: JS-Joint Staff

Apply Clear Status Active

Filter Filter Business Rule: | Al | USERS a

Training required for all users [in the organization].

* - Indicates Inactive Organization.

Description:

v || {JS) - Joint Staff
LS J1)-Js J1
(S J2) -Js J2 Save Reset
(S J3)-JS J3
(JS J4) -Js J4
[(JSJ5)-JS J5

C1(JS J6) - JS JE Shown below are all courses currently associated to this organization/business rule. To add courses, please click the 'Add
(IS JT)-JS J7 Courses' button.

[(JSJB)-JS JB

JSJ9)-JSJ9 ¥ Add Courses to this Organization = Assign Courses from this Organization
< >

»
L]
»
' ¥ ALL USERS Courses specific to your Organization
»
»
»
»

Number of Records: 1

Edit Stats Course ID ¢ Title ¢ Action
JS -US009 Joint Staff Operations Security (OPSEC) (1 hr)
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In the Edit a Course window that opens, make desired changes to the assignment and select Save. You are not

able to change Exemption selections. To do that, you would need to delete the assignment and create a new one with
the correct Exemption.

Edit a Course

*Prefc Js

“Course: Joint Staff Operations Security (OPSEC) (1 hr)
Auto Enroll
Assignment Type. "One Time (with Fixed Due Date) (@

Assigned Date.  (penmnen T mvddiyyy

FoedDueDate:  (qomimosn | mivddlyyyy

Exemption Perisd Completed since past number of days [
Exemption Days:

Exemption Date: mm/dd/yyyy

P

Note: Exemption values cannot be edited

To assign this course to any of your sub-Organizations, select the Assign Courses from this Organization
button. Remember, we initially selected the parent Organization JS for this assignment. That Organization does not
include the members of all the sub-Organizations to Joint Staff who we may want to assign this course to. We need to

now make those selections.
Training Management
Course Associations »

CUCETI  Audience

[l Organization: JS-Joint Staff

Apply. Clear ssatus Active
Filter Filter Business Rue (AL | USERS

I Training required for all users [In the organization].

Description

) ESIN IS

+ WS I2)-J8 32 Save  Resst
. JS J3)-JS J3
» S J4)-JS U4
+ (I8 J5)-JS J6
v 08081 - I8 6 Shown below are all courses currently associated 10 this To add courses, pl the ‘Add
» [ WSIT-JSJT|  Courses'button.
v (45 J8)-JSJB

L4sJe)-dsJg ¥ Add I Assign I

< >

~ ALL USERS Courses specific to your Organization

Number of Records: 1
Edit Stats Course ID ¢ Title = Action

| F3 | Stats JS -US009 Joint Staff Operations Security (OPSEC) (1 hr] ) .

In the WS_Course Search work space that opens, click on the Select Courses link on the left side of the page.

This will display the course that you have assigned the Parent Organization. Now click on the Add icon, © and then
Save and Continue.

WS_ Course Search *

Business Rule: ALL USERS
Coum Asslgnmenl

If you wish, you may assign one or more courses from this organization to one or more of its child organlzatlons Please select the courses you wish to assign and then select the child
organlzanons to which they will be assigned. When you are finished, please click the 'Save' buttor

Courses Associated to JS-Joint Staff

Current Please select the courses you wish to assign to child organizations. These courses will NOT be editable by the child
Assignments organization(s).

Select Courses |

Select Child Course ID Mandatory Auto Enroll Rgf;reiit‘ljer Due Duration
Organizations Js -US009 Joint Staff

Confirm Operations

Ul
1

| ho)
Courses to be Assigned

Save and Continue Cancel

—
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You can now select which sub-Organizations you want to assign this course to. Use the black arrows next to
Organization names to expand to show additional sub-Organizations. You can place check marks in the boxes next to
the Organizations you want to receive the assignment. If you want all sub-Organizations of the Parent Organization,
Joint Staff, to receive the assignment, check the Apply assignments to all children of this organization box, as shown
below. All sub-Organizations will automatically check off and be selected. Select Save and Continue.

WS_ Course Search *

Business Rule: ALL USERS

Course Assignment
If you wish, you may assign one or more courses from this organization to one or more of its child organizations. Please select the courses you wish to assign and then select the child
organizations to which they will be assigned. When you are finished, please click the 'Save' button.

/! Apply assignments to all children of this organization

e ents Child Organizations of JS-Joint Staff

Please select the child organizations to which to assign the courses selected
above.

Select Courses

Select Child

Organizations + B Joint Staff
MiJs i

901J8 2
¥01J8 J3
¥ JS J4
¥01JS J5
¥C1JS JB
M s g7
¥ Js J8
¥E JsJ9

Save and Continue Cancel
J l

In the final step, review your selections and then select the Finish button. The work space displays the Parent
Organization, the course to be assigned to sub-Organizations, and a list of the sub-Organizations.

Confirm

WS_ Course Search *

Business Rule: ALL USERS

Course Assignment
If you wish, you may assign one or more courses from this organization to one or more of its child organizations. Please select the courses you wish to assign and then select the child
organizations to which they will be assigned. When you are finished, please click the "Save' button

Summary Course Association for Child Organizations of JS-Joint Staff

Current Selected Courses

Asslanments Refresher
Select Courses Period e
Select Child JS -Us009 Jo{igglriitggs Y false
Organizations ecuri
— (OPSEC) (1 hr)
Selected Child Organizations

JSJ7 JSJ7

I-RC J7 Required Capabilities Branch

I-SP J7 Strategy and Planning Branch

JsS Je JS J6

ITS-Pent JB Pentagon IT Services

ITS-EMD JB ITS Enterprise Management Division

JSJ8 JS J8

J8-RA J8 Resources and Acquisition

J8-FM J8 Force Mgmt and Application and Support

JS J5 JSJ5

- Cancel i

In the preceding pages, we have demonstrated how to assign one course to an Organization, and then push
that assignment down to all children of that Organization. To assign multiple courses to an Organization, simply select
additional courses at the step where you searched for and then added courses. You can select up to eight courses at a
time to be added to a single assignment. All eight courses can have different Assignment Types and Exemptions. If
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you wish to assign more than eight courses, save the first eight, and then add up to eight more, and so on. This is not
typical and we are not recommending you get too complex with your course assignments.

Audience Assignments. To make assignments to an Audience, click on the Audience Tab in the Course
Associations Gadget. Use the Search Field or the pagination buttons on the bottom of the Audience list to locate the
Audience you want to assign courses to. When you locate the Audience, click on it to open the work space to the right
of the Audience list. Select the Add Course(s) button.

—

.\:Il;i?,JOINT"CHlEFSAOF S AFF% . , TOINE TRAINING

7 LB AN |

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Training Management

ey o |

Please click on an audience below to manage its course Audience: Joint Staff (JS) Contractors

associations. § § 5 e
P Clear Fil Description: This audience is for the Joint Staff annual training assignments

v Courses Associated to this Audience
Number of Records: 18
Shown below are all courses currently associated to this audience.

joint| ® To add courses, please click the 'Add Courses' button.
CGRU - Joint .Staff SoutAh (JSS) I Add C I
CJTF-HOA Joint Targeting

J6R Joint COMM SYS Planners
Joint Force HQ Training Optional
Joint Force HQ Training Prerequisite
Joint Staff (JS) ATAAPS Timekeeping Certifier
Joint Staff (JS) ATAAPS Timekeeping Employees
Joint Staff (JS) ATAAPS Timekeeping Timekeeper
Joint Staff (JS) Contractors
Joint Staff (JS) Contractors (JST)
Joint Staff (J§) Contractors (JTS J9 MAC)
Joint Staff (JS) EEO Training - Annual

|

Number of Records: 0

At this point, the process to add course assignments to an Audience is the same as it is to add courses to an
Organization. The work spaces are the same. Begin by searching for and selecting courses to add.

WS_ Course Search *

Organization: JS-Joint Staff

Business Rule: ALL USERS

Course Search:Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is complete,
please click the 'Save' button

Courses to be Added

Course Search

Prefoc  |JS i

Keyword [ Title b Description
Search Reset

An alphabetical list, by Course ID (Number), displays. Use the sort arrows next to the Column headers or the
paginations buttons at the bottom of the page to locate the course(s) you want to select for assignment. You can
display more than 10 results per page by selecting 25, 50, or 100 from the drop-down menu to the right of the
pagination buttons. Once you locate your course(s), select the Add icon @ in the far left column to move that course to
the top of the page.
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Search Results:
Please select the courses you wish to add by clicking on the 'Add’ button to the left of those courses. The courses you've selected will populate in the '‘Courses to be
Added' table at the top of this screen.
Course ID ¢
Q JS -0T-1010 OT REQUIRED READING: Event Handbook
(4] JS -0T-1011 OT REQUIRED READING: CJCS Mission Command White Paper
o JS -0T-1014 OT REQUIRED READING: Quadrennial Defense Review 2014
(+] JS -Us002 Joint Staff Privacy Act Awareness (FOUQ) - (30 mins)
(4] JS -US003 Joint Staff Counterintelligence Awareness and Reporting (CIAR) (FOUO) - (30 mins)
(%] JS -US006C Joint Staff Suicide Awareness and Prevention - Civilian Only - (1 hr]
[+] JS -US00sM Joint Staff Suicide Awareness and Prevention - Military Only - (1 hr)
Q JS -Usoo7 Level | Antiterrorism Awareness Training (2 hrs) - Test 9-4-4 upload new version (qwy)
[+) JS -US009 Joint Staff Operations Security (OPSEC) (1 hr]
O | JS-Uso10 Joint Staff Annual Ethics Training - (1 hr)
of 4 2 10 v

Once you have added the course and it moves to the top of the page in the Courses to be Added section, you
can choose many different Assignment options, explained in detail here. Each subsequent option available to you, from
the left side of the work space to the right, is based on your previous selection, so not all Assignment Types have the
same fields and selections. Inthe WS_Course Search work space, make your Assignment and Exemption selections.

Organization: JS-Joint Staff
Business Rule: ALL USERS

please click the 'Save' button

Course ID

Joint Staff Operations Security
(OPSEC) (1 hr)

JS -US009
(]

Learn more about Assignment
!iﬁes

Assigned Date:

WS _ Course Search *

Course Search:Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is complete,

| Courses to be Added

Exemption Period

Exemption Period:
Select an exemption period

Assignment Type, 05/20/2020
Select Assignment Type H mmiddiyyyy
Save

In the example image below, we have filled out the Assignment Type, Fixed Due Date, and Exemption Period.

Once all your selection are made, select the Save button.

Organization: JS-Joint Staff
Business Rule: ALL USERS

please click the 'Save' button.

Delete Course ID Title
JS -Us009
Joint Staff Operations Security
(] luto Enroll: [] (OPSEC) (1 hr)

Assigned Date:
05/20/2020
mm/ddiyyyy

Learn more about Assignment
Types

Assignment Type:

One Time (with Fixed Due Date)a Fixed Due Date

12/31/2020
mm/ddiyyyy

WS_ Course Search *

Course Search:Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is complete,

Courses to be Added

Exemption Period

Exemption Period:
Completed since past number of days ||

Days: 30
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You have now assigned a course to all members of this Audience, as displayed at the bottom of the image
below. From here, you have additional options available. To delete the course assignment, select the Delete icon &3
to the right of the Course Title. To edit the assignment, select the Edit icon ¢ to the left of the Course Title.

Training Management

p— ..

Please click on an audience below to manage its course Audience: Joint Staff (JS) Contractors

associations N N 3 N
Apply Filters Clear Filters Description: This audience is for the Joint Staff annual training assignments

v Courses Associated to this Audience
Number of Records: 18
Shown below are all courses currently associated to this audience.
joint To add courses, please click the 'Add Courses' button.

CGRU - Joint Staff South (JS§]
CJTF-HOA Joint Targeting

J6R Joint COMM SYS Planners
Joint Force HQ Training Optional

Add C:

Number of Records: 1

Joint Staff (JS) ATAAPS Timekeeping Certifier JS -US009 Joint Staff Operations Security (OPSEC) (1 hr}

Joint Staff (JS) ATAAPS Timekeeping Employees
Joint Staff (JS) ATAAPS Timekeeping Timekeeper

Joint Staff (J§) Contractors

Joint Staff (J§) Contractors (JST)

Joint Staff (J8) Contractors (JTS J9 MAC)

Joint Staff (J§) EEO Training - Annual

10f2) 22 ~ ~

In the Edit a Course window that opens, make desired changes to the assignment and select Save. You are not
able to change Exemption selections. To do that, you would need to delete the assignment and create a new one with
the correct Exemption.

Edita Course e

Prefic JS
Course: -US009 Joint Staff Operations Security (OPSEC) (1 hr)
Auto Enroll ]

Aesignment TYP: [ One Time (with Fixed Due Date) [

Assigned Date:05/50/2020

Fixed Due Date: 12/3112020

Exemption Period: | Sompisted since past number of days ﬁ
Exemption Days:

Exemption Date: mm/ddryyyy

Sancel

Note: Exemption values cannot be edited

In the preceding pages, we have demonstrated how to assign one course to an Audience. To assign multiple
courses to an Audience, simply select additional courses at the step where you searched for and then added courses.
You can select up to eight courses at a time to be added to a single assignment. All eight courses can have different
Assignment Types and Exemptions. If you wish to assign more than eight courses, save the first eight, and then add up
to eight more, and so on. This is not typical and we are not recommending you get too complex with your course
assignments.

Course Learning Category Gadget

Learning Categories are groups of courses organized by their similarity, generally recognizable by the Title of
the Learning Category. Courses within each Learning Category are all available in the Course Catalog, but are organized
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in the Learning Category Gadget for easier access if a User is looking to enroll in multiple courses of a similar genre.

For instance, all Joint Staff courses could be located in a Learning Category called “Joint Staff Courses”. Or, all Cyber-
related courses could be grouped into a Learning Category called “Cyber”. As a Training Coordinator, you can create
Learning Categories that only members of your Organization will see in their Course Catalog. This is another LMS
function where your access is scoped by your Organization. This is a good thing, since you don’t want to create a “Joint
Staff Courses” Learning Category that PACOM users will see in their Course Catalog.

The Learning Category Gadget is displayed in the Course Catalog Tab. You can enroll in a course from a
Learning Category the same way you enroll in a course from the Course Catalog. However, the actual construction of a
Learning Category occurs in this Gadget. On the left side of the image below, there would be a list of Learning
Categories that you have created. Since there are none, there is nothing to display. After we create a Learning
Category in the pages to follow, you will see it listed on the left side of the page.

To create a new Learning Category, click the Create New Learning Category button. On the right side of the
work space, you will enter administrative information and create your Learning Category. Definitions below image.

P o=

R F =
= el UMHIEFS‘OF TAFF& e _ OINT TRAINIX

N

My Training Course Catalog Certificates Community Community Management System Administration Training Management ReportBuilder SGST VCLASS

Training Management

1
I Course Learning Category ]

Shown below is the learning category structure. Clickona  |Please enter/edit learning category information below.
A dauadliteils courses attached to it

Create

Create New Learning Cate:
I g, g0, * Indicates required fields

Code *

Cleagkilieg JS_Courses

Name *
Joint Staff Courses

Parent Leaming Category
[Not Set]

Select Parent

Is Active: ‘v
Is Active Afloat:

Primary Org: Joint Staff

o
||

e Code. Code is an administrative input that the User will never see. Shorthand or an abbreviation of the
full Learning Category name is sufficient.

e Name. Name your Learning Category with sufficient detail to describe its course content. Keep it brief.

o Select Parent. Parent in this case means Learning Category Parent. If there were other Learning
Categories created, you could “nest” this new Learning Category under that one; similar to the
Organization / Sub-Organization relationship. For a User to see your new Learning Category in the
Course Catalog, he/she would first have to select the visible Parent Learning Category, and then this
new Category which would then be available. Only then would the courses you are about to include
display for the User to see and then enroll in. Selecting a Parent is not required, and when one is not
selected, your new Learning Category can become a Parent for a future Learning Category.
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e Is Active. When this box is checked, the Learning Category is visible in the Learning Category Gadget in
the Course Catalog.

e Is Active Afloat. Do not check. Only used in very specific instances for specific Organizations.

e Primary Org. There are no other Organization available to you for selection here because you are
already at the top-level of Organizations available to you, based on your permissions. This Learning
Category will be available to the Joint Staff Organization and all of its sub-Organizations.

Once you have entered all of the required and optional information, select the Create button. You now have
additional options displayed at the bottom of the work space. To add courses to the new Learning Category, select the
Add Courses button.

In the new features that display, select the Add Course(s) button.

Add Course(s)

No records found.

In the WS_Learning Category work space that opens, select a Prefix from the drop-down menu, or enter a
Keyword in to the Search field. In this case, we selected JS from the Prefix drop-down menu. Once you have made
your selection criteria, select Search.

WS_ Learning Category ™

Learning Category Course Search

Please use the Course Search tools below to build a list of courses you wish to iate to the selected ization, job, i L or i When your list is complete, please click the 'Save' button
Prefix.  JS i
Keyword: ¥ Title & Description

Reset
Search Results

Please select the courses you wish to add by clicking on the 'Add’ butfon to the left of those courses. The courses you've selected will populate in the 'Courses to be Added' table at the top of this screen

All courses matching your search criteria display. There are several different ways to search, sort, or display the
search results to help you locate and select courses to add to your Learning Category:

e Enter numbers or keywords into the Course ID (Number) and/or Title search fields to locate specific
courses.

e Sort the search results by clicking on the sort arrows next to the Course ID (Number) and Title column
headers.

e Use the pagination buttons at the bottom of the page to advance or skip pages through the list. If you
would like to display more than 10 results per page, click the Results per Page drop-down menu to the
right of the pagination buttons and select 25 or 50.
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Once you locate a course you want to add to the Learning Category, select the Add icon € in the far left
column. The courses you select will move to the top of the page in the Courses to be Added section. Continue
searching for and adding courses in this manner until you are done. If you want to remove a course you added, simply
select the Delete icon @ in the Delete column. When complete, select the Save button.

Learning Categery Course Search

Courses to be Added

Please use the Course Search tools below to build a list of courses you wish to associate to the selected

WS_ Learning Category *

job, audience, or

When your list is complete, please click the 'Save' button

Search Results

Delete Course ID ¢ Title ¢
] JS-Uso11 Joint Staff Alcohol and Substance Abuse Prevention - (1 hr)
[} JS-Uso12 Joint Staff No Fear Act Training Course - (1 hr)
JS-US013 Joint Staff Equal Oppertunity Policy Basic Training - (1 hr)

Save

Course Search

Prefic | JS i

Keyword: & Title & Description

Please select the courses you wish to add by clicking on the 'Add" button to the left of those courses. The courses you've selected will populate in the 'Courses to be Added' table at the top of this screen.
elD

Search Reset

JS-Uso11

Joint Staff Alcohol and Substance Abuse Prevention - (1 hr)

JS-US012

Joint Staff No Fear Act Training Course - (1 hr)

JS-US013

Joint Staff Equal Opportunity Policy Basic Training - (1 hr]

JS-Uso14

Joint Staff Law of War - (2.5 hrs)

JS-Uso21

Joint Staff Sexual Assault Prevention and Response Training - (1 hr)

JS-Us023

Joint Staff Information Technology (IT) Asset Accountability Training 2012 (FOUQ) - (2 hrs)

JS-US025

Ethical Issues for Senior Leaders and Staff Course - (1 hr]

JS-US028

Joint Staff Information - Records Management - (1 hr)

JS-US031

ATAAPS Certifier Course (FOUO) - (30 mins)

oo0o00CC0|00

JS-US032

ATAAPS Employee Course (FOUOQ) - (30 mins)
(30f4) =« « 12B4 » »

You have now created a new Learning Category and added courses to it. It is now displayed on the left side of

the work space. If you want to edit, add courses to, or delete courses from the Learning Category, you can do it here.

Course Learning Category ®

Shown below is the learning category structure. Click on a
learning category to edit it or manage the courses attached fo it.

Create New Learning Category

Clear Filter

[71JS_Courses - Joint Staff Courses

Training Management

Please enter/edit learning category information below.

* Indicates required fields
Code *
JS_Courses

Name *
Joint Staff Courses

Parent Leaming Category
[Not Set]

Select Parent
Is Active: [

Is Active Afloat:

Primary Org: Joint Staff

Joint Staff
Save Cancel Delete Hide Courses
Add Course(s)

° s _Uso11 Joint Staff Alcohol and Subﬁ:)ance Abuse Prevention - (1

(%] JS -Us012 Joint Staff No Fear Act Training Course - (1 hr)

° s _US013 Joint Staff Equal Opportur:tr;)/ Policy Basic Training - (1

-
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The Learning Category will now display in the Learning Category Gadget in the Course Catalog Tab for all
members of the Joint Staff Organization and its sub-Organizations. As you see below, the three courses we added are
displayed and available for the User to enroll in.

Pl

\:Y?" W E _—
_'gk;llillgijOI N:F‘»GH | EES-OF TA FF“ . - e (n/er TRAINIX
& - M . 1y .

“ el

My Training Course Catalog Certificates Community Community Management System Administration ~Training Management Report Builder SGST VCLASS

2 Refresh

Course Catalog

Courses Curricula '

Learning Category [
All > Joint Staff Courses

Number of Records: 3 Results per Page: ﬂ
Exclude Enrolled Courses:
Prefix : Course Number =
b Title Key Word Course Status
Js -Uso1 Joint Staff Alcohol and Substance Abuse Prevention - (1 hr) Link (7 ATRRS DL Points
Enroll
Js -Uso12 Joint Staff No Fear Act Training Course - (1 hr) Link (7' ATRRS (No DL Points)
Enroll
Js -Uso13 Joint Staff Equal Opportunity Policy Basic Training - (1 hr) Link (£ ATRRS (No DL Points)

Curriculum Management Gadget

The Curriculum Management Gadget is where you build and manage curricula and curricula enrollment. A
curriculum is a group of courses (at least two) delivered in one package upon enrollment. The default display of the
Gadget is curricula in alphabetical order by Identifier (Maximized view & below). You can sort using the sort arrows
next to the Identifier and Curriculum Name column headers, or use the pagination buttons to advance or skip to other
pages. Use the Search Fields to locate a particular curriculum using a number or keyword search. To create a
Curriculum, select the Create Curriculum button.

s

(50} JOINTACHIEFS-OF STAFEE . W

2
s R

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Training Management

C lum Management
PMlculum' button to create a new curriculum or click on a curriculum name below to manage its course associations.

Number of Records: 335

Identifier ¢ Curriculum Name &

Actions
Show Courses | USA-BAHS Baluchi Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs) =0
Show Courses | USA-BPHS Brazilian Portuguese Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs) E=20
Show Courses USA-CEHS Cebuano Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs] S = o
Show Courses | USA-CHS Chinese (Mandarin) Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs) E=20
Show Courses USA-CVHS Cl start 2 - Defense Language Institute Foreign Language Center (DLIFLC) i (80 hrs) g = 0
Show Courses | USA-DHS Dari Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs) =0
Show Courses USA-EHS Egyptian Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs| E = o
Show Courses | USA-EPHS European Portuguese Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs) F=0
Show Courses | USA-FHS French Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs) 2
Show Courses USA-GHS German Headstart 2 - Defense Language Institute Foreign Language Center (DLIFLC) Curriculum (80 hrs] E = o

(290f34) ~ « 24 25 26 27 28 fX) 30 31 32 33 » ~
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Create a Curriculum. Inthe WS_Add/Edit Curriculum work space that opens, fill out the mandatory and optional
information. In this work space, there are three Tabs across the top to enter curriculum details: Curriculum Info;
Instructors; and Prerequisites. Only the Curriculum Info Tab has required information. We will discuss each below.

WS_ Add/Edit Curriculum *

Each of the following tabs contains atiributes related to the curriculum. Only the first tab has required information. Please click on each tab to view the related attributes.

Curriculum version information is displayed below the curriculum information in the Curriculum Info tab.
m Instructors Prerequisites

Please note the system does not support nested curricula more than one (1) level deep.

*Indicates required fields
Title: = Joint Staff J1, Newcomer's Training

Identifier * JS-J1-Newcomers

This curriculum consists of
mandatory training for all

Description: newcomers to J1. Due within 30
days of assignment

Hide From Catalog: O

Auto Completion: M e

@ Display Order

© Completion Order

Completion Cerificate: JKO Certificate [~]
Send Graduations to ATRRS:

ATRRS DL Points:

Manage Curriculum Emails

Created by

Course Order Type:

I Save ICanceI

Curriculum Info. This Tab, shown above, contains input fields for entering administrative information for

creating the shell of your curriculum. It is the only Tab with required information.

Title. This is the Title of the curriculum that Users will see in the Course Catalog.

Identifier. Users will not see the Identifier. This is similar to a course number. You can enter text here
that conforms to your Organization’s naming convention.

Description. Users will see this Description when they click on the curriculum name in the Catalog.
Hide From Catalog. If you don’t want this curriculum appearing in the Catalog, check this box. You
may want to do this if you are still working on the curriculum, or you just want to get it ready prior to
deploying it. Once you are ready to make it live, uncheck the box and Save the curriculum.

Auto Completion. Default is set to auto-complete. If you uncheck this box, Users will finish the
curriculum, but you will have to manually pass them through the curriculum for them to receive a
completion certificate. This is not common and very resource intensive.

Course Order Type.

o Display Order. This means that once a User enrolls in the curriculum, the component courses
will display in his/her My Training Tab in an order you determine when you create the
curriculum. All of the course are available to enroll in, and the User can complete them in any
order.

o Completion Order. If you want Users to complete the curriculum’s component courses in a
particular order that you determine, select this option. Subsequent courses are only available
once the one preceding it in order is completed.

Completion Certificate. Choose a completion certificate from the drop-down list. If you have an
Organization-specific completion certificate loaded into the LMS, it will appear here. For the generic
JKO completion certificate, select “JKO Certificate” from the list.
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e Send Graduation to ATRRS. If your curriculum is registered/loaded in ATRRS, check this box. Your
completion will be sent to ATRRS. This designation is displayed with this curriculum in the Course
Catalog.

e ATRRS DL Point. If there are ATRRS Distance Learning Points associated to this curriculum for those
who complete it, check this box. This designation is displayed with this curriculum in the Course

Catalog.

Once you have filled out the Curriculum Information, select the Save button. You have built the foundation of
the curriculum and are now ready to add courses to it. Select the Add Course button at the bottom of the page. (Don’t
get confused by the additional icons in the Actions column, or the Tabs at the top of the page (which are optional) that

we have yet to get to. We are going to create this curriculum in a logical order.)

WS_ Add/Edit Curriculum *

Each of the following tabs contains attributes related to the curriculum. Only the first tab has required information. Please click on each tab to view the related attributes.

[Curriculum version information is displayed below the curriculum information in the Curriculum Info tab.

m‘ Instructors H Prerequisites

Curriculum: Joint Staff J1, Newcomer's Training

+ Curriculum details have been saved successfully.
Please note the system does not support nested curricula more than one (1) level deep.

*Indicates required fields

Title: * Joint Staff J1, Newcomer's Training

Identifier: * J8-J1-Newcomers

This curriculum consists of
mandatory training for all

Description newcomers to J1. Due within 30
days of assignment.

Hide From Calalog: O

Aute Completion: B e

@® Display Order

Course Order T) -
-2 © Completion Order

Completion Certificate JKO Certificate [~]
Send Graduations to ATRRS:

ATRRS DL Points:

Manage Curriculum Emails: &%

Created by: JACQUE RENAULT

Create New Version Note: Two or more individual courses, sub-curicula or a mixture of both must be saved for a curriculum to display in the Course Catalog.
Version Courses / Curricula Actions
Show Courses/Curricula 1 Add Course Add Curricula £ H LD

In the WS_ Curriculum Course work space that opens, enter criteria to search for and then add courses to this
curriculum. This Course Search area should be very familiar to you, as we have used it three times already. (Add
course assignments to an Organization; add course assignments to an Audience; add courses to a Learning Category).

WS_ Curriculum Course *

Gourse Search: Joint Staff 41, Newsomer's Training

Courses to be Added
No courses selected yet.

Course Search

Prefix:

Kevword [ Title & Description
Resat

Course Search Results:
Please select the course(s) you wish to add by clicking on the 'Add’ button to the left of the course(s). The selected course(s) will populate above

Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is complete, please click the "Save' button.
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In the Search Results that display, courses are listed in alphabetical order, by Course ID (Number). Use
the sort arrows next to the column headers or the paginations buttons at the bottom of the page to locate the
course(s) you want to select to include in the curriculum. You can display more than 10 results per page by selecting
25, 50, or 100 from the Results per Page drop-down menu on the right side of the page. Once you locate the course(s)
you want to add to the curriculum, select the Add © icon in the far left column. The courses you select will move to
the top of the page in the Courses to be Added section. Continue searching for and adding courses in this manner until
you are done. If you want to remove a course you added, simply select the Delete icon & in the Delete column. When
complete, select the Save button.

WS_ Curriculum Course *

Course Search: Joint Staff J1, Newcomer's Training
Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is complete, please click the 'Save' button

Courses to be Added

Title
[} JS -Uso11 Joint Staff Alcohol and Substance Abuse Prevention - (1 hr)
[%] JS -Uso12 Joint Staff No Fear Act Training Course - (1 hr)
JS -Uso13 Joint Staff Equal Opportunity Policy Basic Training - (1 hr)

Keyword: [ Title & Description

Search Reset

Course Search Results.
Please select the course(s) you wish to add by clicking on the 'Add’ button to the left of the course(s). The selected course(s) will populate above.

Resuilts Per Page: [{( a

Q JS-Uso11 Joint Staff Alcohol and Substance Abuse Prevention - (1 hr)
Q JS-Uso12 Joint Staff No Fear Act Training Course - (1 hr)
JS-US013 Joint Staff Equal Opportunity Policy Basic Training - (1 hr)
Q JSUS014 Joint Staff Law of War - (2.5 hrs)
Q JS-US021 Joint Staff Sexual Assault Prevention and Response Training - (1 hr)
[+] JS-US023 Joint Staff Information Technol IT) Asset Accountability Training 2012 (FOUO) - (2 hrs
[+] JS-US025 Ethical Issues for Senior Leaders and Staff Course - (1 hr)
[+] JS-US028 Joint Staff Information - Records Management - (1 hr)
[#] JS-US031 ATAAPS Certifier Course (FOUQ) - (30 mins)
o JS-US032 ATAAPS Emplovee Course (FOUO) - (30 mins)

(30f4) =« « 12F4 » =

You have now successfully created the curriculum and are returned to the WS_Add/Edit Curriculum work space.
Click on the Show Courses/Curricula link in the far left column to display the component courses you just chose. The
link name will change to Hide Courses/Curricula when the courses are displayed.

Create New Version Note: Two or more individual courses, sub-curicula or a mixture of both must be saved for a curriculum to display in the Course Catalog.

Courses / Curricula
Add Course Add Curricula

Version Actions

Hide Courses/Curricula

Delete

Course Numberiidentifier ¢ Title ¢

Joint Staff Alcohol and Substance ﬁ
L 45-Us011 Abuse Prevention - (1 hr) Define 1

) J5.US012 ._Juinl Staff No Fear Act Training Course Define ﬁ

Joint Staff Equal Opportunity Poli Define C— |
o JS-US013 asic Iraining - 3

Save Cancel
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In the list of courses area, there are additional optional features available to you. If you choose to make any
changes, select the Save button when complete:

e Delete a course. Select the Delete icon & to remove a course from the curriculum.

e Re-enroll. This check box enables or disables the ability for students to re-enroll in the course after
unsuccessful completion. Click on the link to make the change for all courses in the curriculum, or
check the box for individual courses.

e Equivalency. Setting equivalencies for a course means that the User may substitute any of the
equivalent courses for this one. In other words, the User may select any one of these equivalent
courses to satisfy the requirement. Not common.

o Display Order. You can determine the Display Order of the courses in the User’s My Training Tab here.
To reorder the courses, use the drop-down menus in the Display Order column.

NOTE: Had we selected Completion Order as the Course Order Type in the initial setup of this
curriculum, this column would be called Completion Order, and you would determine that order using
drop-down menus that same way.

The next step is to describe the Actions available to you in the Actions column.

e Edit & Version. Click this icon to add an enrollment Password to the curriculum. Users would be
required to enter this Password while enrolling in the Course Catalog. If you had more than one
version of this curriculum, it is here that you would activate or deactivate versions. The Active version
is the one that displays in the Course Catalog.

Edit Version
Created Date 05/21/2020
Make Active Version: ]

Curriculum Password:

Password Instructions:

Edit Version Close

e Manage Curriculum Enroliment. :‘: Once there are enrollment records for this curriculum, you can
view and manage User records through this work space. We will go into more detail later in this
section.

e Manage Curriculum Version ACL. ./~ This is where you make the curriculum available in the Course
Catalog to everyone, or limited to certain Organizations or personnel types. Inthe WS_Curriculum
Version ACL work space that opens, select the Select organizations authorized to view curriculum in
catalog. Select the check box on top to Select All Organizations, or select individual Organizations from
the list. Click Select when done. In the image below, we selected Joint Staff from the list of
Organizations to see this curriculum.

WS _ Curriculum Version ACL *

Curriculum Catalog Filtering I
Organization Access Control List Select organizations authorized to view curriculum in catalog

Joint Staff
Unassigned US Personnel: m}

Unassigned Multi-national Personnel
New Orgs Automatically Get Access to Curriculum: [
FOUO (Restricted to US Citizens and EDIP] Users): | |
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e Delete this version. @ Select this icon to delete this version of the curriculum. The option is not
available if there are any current enrollments in the curriculum. Most curriculum details cannot be
modified once there are any enrollment records associated with it. To change most of the Curriculum
Info fields, you need to create a new version of the curriculum.

The curriculum is now created and available for enrollment in the Course Catalog. However, if you want to add
Instructors or Prerequisite courses to this curriculum, that functionality is described below. Both of the following Tabs
are Optional. Select the Instructors Tab. The User who created the curriculum is automatically added as the Primary
Instructor. You can delete this name and add another if you choose. You also have the option to add Secondary and
Tertiary instructors. This is not required, or common.

WS_ Add/Edit Curriculum *

Each of the following tabs contains attributes related to the curriculum. Only the first tab has required information. Please click on each tab to view the related aftributes.

Cc 1 Version is dit below the i i ion in the Curri Info tab.

Curriculum Info Prerequisites

* Primary Instructor ¢
(4] RENAULT, JACQUE

Secondary Instructors + Tertiary Instructors ¢
: No records found.

+

No records found.

Select the Prerequisites Tab to search for and identify any courses you may require as a prerequisite to
enrollment in this curriculum. If you choose a prerequisite, the User will be notified in the enrollment process that the
prerequisite must be satisfied before he/she is able to enroll in the curriculum.

WS_ Add/Edit Curriculum *

[Each of the following tabs contains attributes related to the curriculum. Only the first tab has required information. Please click on each tab to view the related attributes.

[Curriculum version information is displayed below the curriculum information in the Curriculum Info tab.

- . -
| Curriculum Info H Instructors ‘ l

Curriculum: Joint Staff J1, Newcomer's Training

Prerequisites are courses/curricula a student must complete before he or she can be enrolled in this curriculum.

Course Search ﬁ

Prefic | JS ﬁ Keyword:. + Title '« Description

Search Reset
L @0 |

Return to the maximized view «# of the Curriculum Management Gadget. Use any search option to locate a
curriculum. In the example below, we used the Curriculum Name search field to locate it. There are three Actions
available to you: Manage Curriculum Enrollment; Manage Curriculum Emails, and Delete Curriculum. (¥

Training Management

[—
Curriculum Management

Please click the 'Create Curriculum’ button to create a new curriculum or click on a curriculum name below to manage its course associations.

Create Curriculum

Number of Records: 1

Joint Sttt Actions
Joint Staff J1. Newcomer's Training

Show Courses | JS-J1-Newcomers
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Manage Curriculum Enrollment. || € When Users enroll or withdraw from the curriculum, this creates
records which are available for you to view and edit. This is very similar to the way you managed a User’s Gradebook
for a course here. The difference is you will access the User’s Gradebook for the component courses of a curriculum in
this Gadget, NOT the Course Management Gadget. This section will describe how to locate, access, and edit a User’s
curriculum record.

From the Actions column, click on the Manage Curriculum Enrollment icon > to open the WS_Manage
Curriculum Enrollment work space.

In the the WS_Manage Curriculum Enrollment work space that opens, you can see two records displayed. As
you can see below, there are sort arrows and search fields next to every column header, so if there were multiple
records for this curriculum displayed, you have many ways to locate the one you are looking for. These fields also tell
you enrollment details of each User. To view a User’s Curriculum Gradebook and then view each of the individual
component course Gradebooks, select the Gradebook icon @ in the far right column.

WS_ Manage Curriculum Enrollment *

Manage Curriculum Enrollment
Curriculum: Joint Staff J1, Newcomer's Training
Version: All

Identifier:J 8-J1-Newcomers

Shown below are all students enrolled in this curriculum. You may select one or more students in Enrolled status to pass or drop from this curriculum. Students will be enrolled in the Active Version of the certification.
Enroll New Student(s)

Current Enrollment L

Number of Records: 2

Last Name < First Name & User Name < Enrolled Date s COmBletion

Organization < Version &

J7 Strategy and
[#] PARKS RON RON.D PARKS Enrolled 05/22/2020 Planning Branch 1 ]
[#] SMITH AALIYAH 1494 Dropped 05/22/2020 05/22/2020 1 )
{10f1) (1]

In the WS_Curriculum Gradebook work space, the component courses are listed, along with enrollment status
and information. To access a component course Gradebook, select the Gradebook icon @ on the far right.

WS_ Curriculum Gradebook *

Curriculum: Joint Staff J1, Newcomer's Training

Identifier:J§-J1-Newcomers

Student Information
Name: RON PARKS
EDIPI

Email: noemail@mail.mil

Number of Records: 3 # Export Detail To: [¥]
Show All ﬁ Show All ﬁ
oo Alcgho) and Substance Abuse | ooy Enrolled Enrolled 05/2212020 D)
o oaait £qual Opportuntty Policy Basic | oo Enrolled Enolled 05/2212020 M
Jomt Staff No Fear Act Training Course - | g Enrolled Enrolled 05/22/2020 "

In the WS_Gradebook work space that opens, you can now view enrollment details and individual course lesson
details. We discussed the actions you can take in the Gradebook here, so we will not describe each detailed process
again. However, you are able to change a User’s enrollment Status from Enrolled to Passed, or other status as shown
below. You also have the ability to update a course completion date in this section.
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-US011: Joint Staff Alcohol and Substance Abuse Prevention - (1 hr)

Total Time Spent: 3 mins 2 secs
Total Score:

Course Information

Student Name: RON PARKS Start Date: 10/01/2019
Student Phone d Expiration Date: 05/22/2021
Savs Enrolled (@ Completion Date:
Primary Ifbiructor Course Section: 001
Soc Passed Course Mastery
ondary Iftructor: o

Unsuccessful completion

Comments:
Dropped
Enrolled
Requires test review
Save
—

At the bottom of the work space, you can edit each individual lesson status, reset Test Attempts, view time
spent in the course, and other enrollment details.

Gradebook [
Lessons and Tesﬁ o=
Apply Filters | Clear Filters Results Per Page: 70 g
o
Ob € a A eved o Pa g ore art Da ompletio a a
Show Al Show Al o L
Course passed N/A 05/22/2020 05/22/2020 05/22/2020 00:02:11 Y
Introduction . 10:52 10:54 10:54
Pre Test Objective not Passed & 05/22/2020 05/2212020 05/22/2020 00:00:22 & | Test Engine
(Show Attempts) Satisfied 10:54 10:55 10:55 g
passed 05/22/2020 05/22/2020 05/22/2020 00:00:00 Y
Pre Test Results. W | N/A 1055 1055 1055 -
Lesson 1: d
Prescription passe . | Objective not 05/22/2020 05/22/2020 00:00:04 3
Medication Satisfied 10:55 10:55
Abuse
Lesson 2 Not Attempted gemmibiGaiieRok 00:00:00 &
Alcohol
= Set to Completed
Lesson 3: Not Attempted 00:00:00 b
Marijuana Set to Incomplete
Lesson 4: Club | Not Attempted | Update Status for 00:00:00 b
Drugs ultiple Lessons.
Lesson 5: Not Attempted T oD CTve T Or—— 00:00:00 y
Inhalants Satisfied
Ee Tt ggg?‘lé\ée not Not Attempted & 00:00:00 k| Test Engine
Completion Rotaiiempicdli obeduenet 00:00:00 "

Enroll New Students. To manually enroll new Users into a curriculum, click on the Manage Curriculum
Enrollment icon ¥ to open the WS_Manage Curriculum Enrollment work space. Click Enroll New Student(s).

WS_ Manage Curriculum Enrollment ™

Manage Curriculum Enroliment

Curriculum: Joint Staff J1, Newcomer's Training
Version: All

Identifier:JS-J1-Newcomers

Shown below are ail students enrolied in this curriculum. You may select one or more students in Enrolled status to pass or drop from this curriculum. Students wil be enrolled in the Active Version of the certification.

Current Enroliment

Completion

First Name = User Name = Status ¢ Enrolled Date = Organization ¢ Version ¢

A COM—) = SrsdRcook
; J7 Strategy and
| PARKS | RON RON D PARKS Enrolled 0522/2020 [ Planning Branch |
SMITH AALIYAH 1404 Dropped 052212020 0522/2020 P

1] (10 -]

In the WS_Enroll Students work space that opens, use the User Search area to locate the User you want to
enroll in the curriculum. Now click the Add icon © to move the User up to the Students and Courses to be Enrolled
area. Now select the Enroll button, and then Enroll Students in the confirmation popup window.
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WS_ Enroll Students *

Enroll Students

Curriculum: Joint Staff J1, Newcomer's Training

Identifier JS-J1-Newcomers

Please use the User Search to find users fo enroll into this curriculum. You must search for and select each account independently and add it to the "Students to be Enrolled" table. These selected students will be enrolled into the curriculum shown
above.

Students and Courses fo be Enrolled

Number of records: 1

User Name
JOHN.SMITH.STU

Enroll Students

Joint Staff J1, Newcomer's Training
Courses:

Number of records: 3 You wil enroll students into.

* - J5-USD11 Joint Staff Alcohol and Substance Abuse Prevention - (1 hr)
JS US011 Joint Staff Alcohol and Substance Abuse Prevention - (1 hr) © R U505 Joit Stal s Opporunty Foicy Basic Tiaing - (1 1)
Js -Uso12 Joint Staff No Fear Act Training Course - (1 hr)
Js -Uso13 Joint Staff Equal Opportunity Policy Basic Training - (1 hr]

L | — |

In the preceding pages, we showed you how to view an individual User’s curriculum enrollment record by
locating the Curriculum and then using the Manage Enrollment function to see all Users enrolled in that curriculum.
Once we found the User, we could view his/her Curriculum Gradebook and then each of the component Course
Gradebooks. For many functions in the LMS, there is generally more than one path to get to the same destination.
However, the previous pages describe the best method to locate a User in a curriculum and view his/her records.

In this section, we will describe an alternate path to manage a User’s Gradebook by going through the
component course Gradebooks, or even lower, through the Section Gradebook. These are available by selecting the
Show Courses link highlighted in Yellow below. Once the courses are displayed, the link changes to Hide Courses. Each
component course is displayed with the following Actions available in the Actions column:

) JOINTACHIEFS-OF STAFFS e X

i -4

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Training Management

Curriculum Management @
Please click the 'Create Curriculum'’ button to create a new curriculum or click on a curriculum name below to manage its course associations.
Create Curriculum

Number of Records: 1

Identifier & Curriculum Name &

Joint Staff J1 Actions

Hide Courses JS-J1-Newcomers Joint Staff J1, Newcomer's Training

This is a list of courses in the above curriculum

Joint Staff Alcohol and Substance Abuse Prevention - (1
hr)

Joint Staff No Fear Act Training Course - (1 hr)

Joint Staff Equal Opportunity Policy Basic Training - (1
hr)

e Manage Section Enrollment. 4 Selecting this icon opens the WS_Manage Sections workspace. Here,
you are able to manage at the lowest level. The display shows all Sections created for this course and
the current enrollment for each Section. As you can see from the Enrollment column in the image
below, there are only four Users enrolled, and spread over four Sections. If you are attempting to
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locate a User using this method, you would have to know what Section of the Course the User is
enrolled in. From this work space, each Section is displayed along with its own Actions:

o Manage Section Enrollment. ¥ Opens to the WS_Section Enrollment work space to show
enrollment records for this Section only. For Enrolled Users, you do have access to their
Gradebook. You can enroll Users here as well.

o Manage Section Gradebook. i@ Opens to show the WS_Manage Section Gradebook with
similar functions and display as Section Ernoliment.

o Manage Section Emails. ™ Clicking on this icon opens the WS_Manage Section Emails work
space, where you can customize emails for this section. Unless you are creating your own
course and your own sections, we recommend you not customize any of the standard Section
Emails.

WS_ Manage Sections ™

Manage Sections JS - -US011

Joint Staff Alcohol and Substance Abuse Preventian - (1 hr)

version: 3 [l Version Status: Active  Fiscal Year. | 2020ff | APPIy Filters

Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the *Add a Section’ buttan fo create a new section

Add a Section
m Inactive Completed Cancelled I

Instructor = End Date = Admission Type  Track Enroliment Enroliment Actions Is
001 Web Enabled 10/01/2019 0913012025 Rolling Yes 1/999 Has Show Tools
002 Web Enabled 10/01/2019 00/30/2025 Rolling Yes 1/999 Show Tools
003 Web Enabled | 10012019 | 00r30:2025 | Raliing Yes 0/999 Show Tools
004 | Wab Enabled [ 100172019 0/3072025 | Rolling [Yes 17998 Show Tools
005 Web Enabled | 100172019 | 001302025 | Roliing Yes 0/939 Show Tools
006 | 'Web Enabled [ 100172019 00/30/2025 | Rolling [ Yes 0/999 Show Tools
007 | Web Enabled | 1010172019 0913012025 | Roling Yes 1/999 Show Tools

o Manage Section Gradebook. i@ Opens to the WS_Manage Coure Gradebook which allows you to
search for and manage enrollment records for all Users in this course. For Enrolled Users, you do have
access to their Gradebook.

e Manage Course Emails. = Clicking on this icon opens the WS_Manage Course Emails work space,
where you can customize emails for this Course. Unless you are creating your own course, we
recommend you not customize any of the standard Section Emails.

e Preview Course. —] This function opens the course as if you were taking it.

Manage Curriculum Emails. f:@ The next Action in the Curriculum Management Gadget available to
you in the Actions column is Manage Curriculum Emails. As with courses, Curricula have standard system-generated
emails that are triggered based on User action. For instance, when you enroll in a curriculum, you will receive a generic
system-generated email welcoming you to the curriculum. Curriculum owners can edit that generic system-generated
email and customize it for their purposes. We recommend you do not edit any emails unless you created this
curriculum.

WS_ Manage Curriculum Emails *

Manage Curricuium Emails
Curriculum Joint Staff J1, Newcomer's Training

Shown below are all emails available for this curriculum/certification. You may disable any emails that you do not wish to use for this curriculum. You may also customize any of these emails for this curriculum

" Enabled  MName Description Edit
) Curriculum Enroliment This email is senl out 1o student upon enrollment to curiculum Fd
@ Curmiculum Graduation | This email is sent out to student upon curriculum completion ¥4 ]
@ Unsuccessful Complation of Curriculum Email sent when curriculum is niot completed within allotied time. F4

Save  Discard Changes.

TRAINING COORDINATOR USER GUIDE June 2020 Page 75



O SN KN ROSW BESE DG E SO NS SE R I N E

Delete Curriculum. E .*:f Select this icon to delete this curriculum. A curriculum cannot be deleted if there
are any enrollment records associated with it. You will know if there are enrollment records associated to a curriculum
if you see the Manage Enrollment icon ¥ in the Actions column.

Training Locations Gadget

A Training Location is an actual physical location (i.e. a building, school, or conference center) that
contains one or more Training Rooms where Classroom, or Resident, training is conducted. Training Locations do not
apply to online courses, however, the Course Catalog does contain hundreds of Classroom courses available for
enrollment. The purpose of creating Training Locations and Rooms is so the course creator can convey to the User the
exact location and room a Classroom course is taking place. The User can view these details in the Course Catalog prior
to or during the enrollment process. The details are also included in the Enrollment Notification email the LMS sends to
each enrolled User.

From the Training Locations Gadget you can view, create, edit, and delete Training Locations and Rooms. To
locate a Training Location in the list of locations, use the sort arrows next to the column headers, or the various search
fields. Once you create a Training Location and Room, they are available for selection when you build a Classroom
course through the Course Management Gadget. Both the Expanded and Maximized views of the Gadget allow
Training Rooms to be associated with Training Locations via the Go To Training Room icon. [+

To create a new Training Location, select the Create New Location button. In the fields that now display on the
right side of the page, Enter the Location Name and Type of Location; either Resident or Webinar, and then the Save
button. In the additional fields that now display, enter the remaining details and select Save.

—

d_j OINTACHI EFS-OF STAFFS — - e

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SGST VCLASS

Training Management

[—
Training Locations o |

Shown below are all Training Locations currently in the system. Click on the Name of any Training
Location to view/edit the defails of that Location. Click on the sort arrows of any column to sort by “indicates required fields
that col
S Add / Edit Location
Please click the “Create New Location” button to create a new Training Location. e
oo NowLocaron | Iy 1 Cotrc Foom
Type: *
Resident i
RESIDENT Ft Benning - FiBenning, GA
Street *
RESIDENT Bremerton - 23073 T 132 Main St
Tony Bass Auditorium Clay
RESIDENT Wiesbaden, AE
Kaserneg-
o »
RESIDENT Charteston AFBJ- Charieston, SC Myiown
RESIDENT Center For Excellence- ibpph, HI State:
Landstuhl Regional Medical GA 8 2¢ (30076
RESIDENT APO, AE
Centerg-
Country GNITED STATES
RESIDENT: Scandic Wroclaw Hotel3- Wroclaw, [}
Notes:
T i T: Wi
RESIDEN Madigan- Clark 13- DL Contact IT team for video/audio setup and issues|
RESIDENT Madigan - NO-SHOW - Tacoma , WA
RESIDENT Bremerton - 27053 Bremlecion WA Cancel
(10f 39) 0234567891 ~ =
. @ o oo oo il

The Training Location now appears in the list of Training Locations in this Gadget. You may need to conduct a
search for your new Training Location in the list to locate it. To create a Training Room for the location, select the Go
To Training Room icon [ next to the Location Name. Now select the Create New Room button.
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Training Management
Training Locations ]

Shown below are all Training Locations currently in the system. Click on the Name of any Training
Location to view/edit the details of that Location. Click on the sort arrows of any column to sort by
that column

Training Rooms: J1 Conference Room

Please click the "Create New Location” button to create a new Training Location.

Room Number ¢ Room Name ¢ Room Capacity

Create New Location Clear Search X

| No recards found.

Location ¢ I City, State ¢

RESIDENT J1 Conference Room -

(10f1)

Room Data fields will display on the left side of the page. Fill in all required information and then Save.

Training Locations

h
naicates required fisld

D
A

| 1
1 Main Ciaiaea el

Activefinactive *

AcTvE g

Capacity:
5

Room Description

POINT OF CONTACT
Contact Name:

Jacque Renauft
Phone:

5555555555

Fax

Emat
Tacaue renault c@mail mil *

Your Room is now created. If you want to continue creating Rooms for this Location, select the Go To Training
Room icon [ next to the Location Name again and follow the same process. If you want to edit or delete this Room or
the Training Location, simply click on the Name of either and make changes. Select Save when complete.

Training Management

Training Locations

Shown below are all Training Locations, currently in the system. Click on the Name of any Training
Location to viewfedit the defails of that Location. Click on the sort amrows of any column to sort by
that column.

Training Rooms: J1 Conference Room

Create New Room

Please click the "Create New Location” button to create a new Training Location

Room Number & Room Name & Room Capacity ¢

Create New Location Clear Search %

Location 3 City, State 2 J1 Main Conference Room

| &

J1 Conference Roomfj- Mytown, GA

{10t1) u
- ‘

RESIDENT ‘

As indicated earlier, the Training Location and Room we just created are now available in the LOCATION drop-
down menu when we create a Classroom course Section in the Course Management Gadget.

|L_LOCATION: I

Training Location: J1 Conference Room i

Training Room: | - Training Room - E

- Training Room -
INSTRUCTOR  j1-AJ1 Main Conference Room
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Courses | Teach/Manage/Administer Gadget

The Gadget displays courses, course sections, or curricula the User has been designated to teach, manage, or
administer. Up to three Tabs are available depending on that designation: Course Manager; Administrator; Instructor.
Those designations are made during construction of the course in the Course Management Gadget. This Gadget
groups together in one easy-to-access area all the courses that you teach, manage, or administer. It simplifies the
process of searching for the courses you manage in the Course Management or Curriculum Management Gadgets.
Each Tab within the Courses | Teach/Manage/Administer Gadget appears only if the User has course duties assigned
relating to that Tab. For example, if you are only assigned the duties of an Instructor, only the Instructor tab will be
visible to you in the Gadget. For you as a Training Coordinator, you would not see an entries into this Gadget unless
you created your own course and made yourself an Instructor.

In the image below, the User has all Tabs visible, meaning he has been designated a Course Manager, an
Administrator, and an Instructor for a course or curriculum. If this User managed more than one course, you would see
the additional courses listed. The Actions available in this Gadget are identical in function to the Actions in the Course
Management Gadget, as described above.

) JOINT-ACHI EFS-OF STA FEl - o

/\1 . o — 10

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Bullder SGST VCLASS

Training Management

|
| Courses | Teach/Manage/Administer

Course Manager  Administrator Instructor

@® Show Courses O Show Curricula

Shown below are all courses to which you have access as an instructor.

Filter by: ~ Prefix a | |Course Title: | Select Fiscal Yeaa
JS-J1001-Newcomer’s: J1 Newcomer's Briefing [ ]

View Course Information
Number of Section Results Per Page 1_0'_.

Instructors Enroliment Section Utilities Stude#;oslgpport

001 Active ‘ 2020 07/31/2020 07/31/2020 Resident Show Info 0125 20

Report Builder Tab

The LMS contains a very robust reporting capability to assist privileged Users in managing their organizational
training program. Access to many reports is restricted, but can be granted to you based on your needs and your level
of desired management of your program. There is a 10 min Report Builder Overview Course, JKO-US804, available for
you to take at any time. There is also a Report Builder User Guide located in the Training Coordinator Resources
Community for you to view or download.

Request Report Builder Access. call Jko at (757) 203-5590 or DSN 668-5590 for more information on
Report Builder access and capability.
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